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BRIEF DESCRIPTION OF THE SERIALS‘CONTROL SYSTEM:

A PRELIMINARY. REPCRT

The major goalsecf the OCLC erials Control System are:

(1) the creation of a unlon catalog to increase avallablllty

of serial resources to Ohio college and university llbrarles;

and (2) the reduction of costs involved-in processing serials.

The central file at OCLC "will COntaln MARC II recoras for

serlals plLs the holdings of eacﬁ member llbrary.

stored in the central file W1ll be -accessible to all members

through their termlnals.

It will be p0551b1e fopthe computer to* produce any or

&

all of the following listings for individual 11brar1es as

de31red;

Y

, Complete holdings by title

New titles added within a specified period of time

. Titles (with »r w1thout holdings) arranged by
subject heading

Titles (with or without holdings) arranged by !
c1a551f1catlon numbers )

Titles (with or without holdings) arranged by
forreign language

InfOﬂmatlon

4

“.W" [y

W i
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— - Gmamy Sy

Sarials cataloging will follow the MARC iI format for
S 5%

serials-which is désigned to be compatible with the MARC Il

format ‘for monographs. In addition to the bibliographic aata

by maay

drovided for in the MARC format, the :(ollowing holdings and

operational data will be basic to the generation of various

[

prm—

s and therefore, insofar>4; possible, should be :nput

he original record. Tags will be ansigned to each of

the fields below. ' .

[err—" [
' h "

[ma—"
—

T~

v r
!

o

Check-in matrix to supplemenc the holdings statement

/.

"Bindery information
Physical descriptior of holdings (i.e. microforms)

Claim cycle based gn the frequency and pattern
of publication’

Name and address of vendor if different from
publisher -

Renewal date and length of subscription
{List price will be supplied in the MARC
record when readily availablej; actual cost
- to the library will be included as part of
acquisitions, to be developed under the
technical Processing System.)

*

Check-in Procedure

The holdings statement wi]l_ﬁu Lent up-to-date on a check- :

in matrix which will be displayed in format similar to the

Yy . . X . .
“fam;liar vicible file record currently used by many libraries.

-

Matrices will be designed to accommoddte varying frequencies
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-3- ’
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‘ -
of publication. The most suitable pattern for each title =
will be selected by the cataloger and affixed to the holdings °*
»
statement 'in the seriial record. : /7 ) .
Holdings will be recorded by cach physical piece primarily

for use in the Circulation System. : Sy

¥

The followinr, steps descrilv: the ~hcck-in procedure which

is illustrated in, flowchart forpg in [igure 1..
‘ .

When an issue of a serial is received, the
checker will type the title search key on the
terminal, then DISPLAY/SEND and receive in reply

%
a display of possible titles.

¥

If the desdired title is not displayed, try an
. N
author-title search, if %ﬁére‘is any possible author.

If the desired title is not ‘displayed as a

result of either of the above approaches, send the ;

Fmey ey P

issue to cataloging.

If the title is displayed, type in the entry

I

number and DISPLAY/SEND. The reply may’be a display'

- of the local serial record or the master bibliographic
record, indicating that the title is in the system
but that no heldings have beon cutered for the local N
library. . ‘ -

In the latter case, send the issue to cataloging.

1f the local serial record is displayed, compare

-
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Py

the issue identification (volpme, number, date, etc.)
. e . .
with the display on the screen. -

-

I

1)

+he issue in hand does not appear to follow

* .

the established publication pattern of the serial
4

(i.e. if there is a discrepancy between any cf the

-

elements by-which the issue is identified), 3end it

to catal gihg. ' .

If the issue follows the established publication
pattern,. insert an X in the:appropriate space on the’
check-~in matrix ;nd then depress SﬁND to record the
information in th2 computer memory.

Af ter receipt of the issue has been properl&

entered, transcribe the call number to the issue,

- stamp it with the ownership stamp and forward it to

the proper holding library.

1
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1 Manual . Computer 3
1 : A
r v
. Issue
.received| I
I v ]
Type title search key
Display/ﬁuhd > H
Retrieve
titles
via
search K
ke 2
o Is y .
o desired title > L
: in reply?
’ L
i 1
No )
. ' /
%
Type author-
title search
; ) \\ key
1"‘{[1
| y
Display/Send
Retriesve ‘ .
entries
: . . via
. - author .
I search i
I key 7
- Send- to desired title €
i I cataloging in reply? ) i
H { Yes . ) i
: i

_ : " FIGURE 1 Serial Check-in Procedure
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Send to
cataloging

3

Send to
cataloging

Manual

®

Y
Type entry number

\4
Display/Send

Computer

i

Is

> .

Retrieve
serial .
record

x ’

-

local
serial record ><
displayed? .

Inspect reply

Does
%éiue identification
follow expected

‘sequence?

Yes

FI1IGURE 1 Serial Check-in Procedurek- continued
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N Manual Computer - .
- N N
}‘a/ C ’ L +
T .
3
: ' Insert X in proper| ‘ . '
o= - space on check-1n ’ -
i . matrix ‘
: » ‘ ; °
¥ A y
’ . *
At
- \/ -
) . Add to ;
., Send — 5| serial
record

_ | . 4
2 . |-Stamp issue with i
: ownership stamp, i i
. . ' add call number . : (Figure 2)

. § - , ) and forward to s : I T
i L holding library ) . :
E - f’—’ . r/~ -+ i

g End : " i
< - ;
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. - i
- ~ i

+ ‘“_ {

[ ] L4

3 - -

»

[ -

ERIC R

Aruitoxt provided by Eic:




T i

Rtk

bl

i
i

f

Binding w v ) /

when the library has made the decision to bind an indi-

vidual serial, all data relative to the binding of that citle

will be input into the récord, fleld by field, in the same
h ]

E]

marner as for input cataloging. (See: Cataloging on a Cathode

Ray Tube Terminal, p. 30)

Once the data has been record:sd, it will be possible for
the ‘computer to automatlnally produpo binding notifica*ion
slips for ez~h phy51cal volume; the computer will also put
out bindery 1lisis.

Binding notification slips for all volumes of all titles

‘ready to be, sent to one blnéevy on a particular ‘date will be

fz.

assembled along with a list of the titles “and volumes and

forwardéd to the individual library prior to the blndery

+

ple"Up date.

‘The following. steps describe the blndery preparatlon

routine which is flowcharted in figure 2.

%

After each issue is checked in, the computer

will scan the record for a combletéd volume. If

»

all of the components (specified issucs, tith page,

indexes, etc.) uhch are to be Hound into one

i
e =

phy51ca1 volume are pvescnt, the computer will
produce a,binding notificatdion ‘¢lip to be sent to

“the library concerned. - N




|
|
I

Wt I o

Upon receipt of the binding notification slip,
prepare the volume for bindery pick-up.

When the bound volume is returned from the
bindery, modify the holdings record to indicate
the bougd status:

Key in the entry number, then DISPLAY/SEND.
The reply‘wiil be a display of the local seriél
record. ‘

_Insert bpacés before and aftér the‘issues in-

3

cluded in the bound volume and depress SEND to re-
H . v
cord the information in the computer.

Stamp the volume with the library ownership

stamp and sent t6 the stdcks.

Bt
i
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; Manual * Computer
e
- 4
* Ca ; . ,
i Scan record - 1" _
for complete pRE—
. volune
., ]
Is a No
physical volume
- complete? N
(Figure 1)
) 4
. Yes
- g .| Produce binding : Produce binding AN
P notification < notification
= slip slip
)
) X \
" Prepare volume
for binding
and send
Receive bound
. volume from ) |
bindery . \

FIGURE 2 Bindery Preparation Routine ]

A -
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7 .
i :
: Manual Compu'ter
\4
Type entry numberw
. o
X V' : ' .
Display/Send - s Y
Pl
. ) . ! Retrieve ¢
! serial
‘/// ' record
' <
AdY braces h
around issues
included in X
bound volume . .
3 " - # — - ]
i .
! ) .
T \4 "
i - Add to
s : Send >| holdings
? ' record
i // ) . ~
I .S
| 7 .
. Stamp volume § o
send to stacks w
Ve
\ ) :
End ) ‘ .

e

¥
Y

FIGURE 2 Bindery Preparation Routine - ‘continued .
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Microforms -

» 4
‘A detailed statement of holdings in microform will be
appended to the holdings record unless the entire holdings

which case the form will be indicated

are ir microtforp, iﬁ
in the bibliographic record and all holdings will be pre-
sumed to be in that form. (In this report tﬁe term microform
}s used ta refcer to’any ﬁcniprint form.) JWheA only~a portion
of a serigl'is held in mié(Oform and when the current issues

are received in printed form, it will be necessary to dif-

%

ferentiate between the forms in the holdings record.

If a microform supercedes the printedvform and the

superceded Essggs are discarded, it will be possibie to

have the computer produce a, discard notification for the

! <
superceded issues when the microform is checked in.
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Claims
The system will produce claim notices automatically

generatéd by the computer and sent directly to, the publisher

s

or vender from OCLC,

To pre¢ipitate.the automatic claims, each library must

& t

establish claim cyles which will be based upon the frequency

and pattern of publicatiom and the promptness with which the
»

issues are regularly received. All factdrs which might legit-

imately delay *the receipt‘of ép anticipated issue (such as
batch mailing of some frequently published foreign seriéls)
should be taken into consi&egatioﬁ when establishing the
glaimxcycle for each ;itle.

A claim cycle will ¢onsist of (1) the interval between

the anticipated receipt cf. an issue and the lst claim noticﬁ,

(2) the inter.1l between the 1lst and 2nd claim notices and

. 2
(3) the interval between the 2nd claim notice and the ‘notice

LY
for follow-up action to be sent to the library concerned.

( Once the claim cycle is recorded for an individual serial,-
: . . )

the computer will produce claim notices immedigtély following

-

the specified intervals if na X has been entered con the check-

in matrix to indicate receipt of an expected issue. (Gee .
p -
Figure 2)
-
If an X is entered for an jssue when an earlier issue

has not vet been received, ghe computer will produce a claim

notice ror the missing 1issue even though the claim period

~




[T )

t‘mm»«m’

has not expifed.

It willi be pcssible to négate a claim action, even though
an issue has' not been received, by entering a 0 (zero) in the
space where tne issue would ordinarily be bhecked in. .

Claims for irregular publications or other "out-of-cycle"

claims can be trigrered by keyins in a claim request through

the terminal.

Renewals
Although renewéls are part of the ordering process which
R will be implemented- later under the Technical Processing

’

. . . ! . . }
System, it is necessary, to activate renewal lists, that the
. ’ N ,

A
' .

following be input with the original bibliographic record:

\ the renewal date,the lepgth of the subscription, and the name

W
1

and address of the vendbr if it is different from that of the

publisher.

Renewal lists, assembled according to renewal 5§te and

vendor, can then be producea automatically and sent to the

l "ﬂ ' ' h ‘K

respective libraries for action.

»

|

ERI
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Manual

Issue
received < ]

(Figure 1)

a

Computer

After 1st !/
interval of
claim cycle,
. scan record

Is
issue checked
in?

Produce
—_——— lst,claim

netice -

After 2nd

interval of
claim cycle,
scan' record

is

in?

No

*
¥

FIGURE 3 Claim Procedure
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A PRELIMINARY DESCRIPTION OF THE
OCLC SERIALS CONTROL SYSTEM

Rty

™ ww’

INTRODUCTION

¢ '% . The méjor goals of the OCLC Serials Control System are:

-

1) the creation of a union catalog to increase availability

<. of serial resources to students and faculties of Ohio col- $
. : ¢
leges and universities; and 2) easing the burden of main-
taining several records and thereby reducing costs inherent
- iniprocessing'serials. - ®
The serials system now being developed will be compre-
hensivé; however, the Tgchnicaf Processing System, to be de-
veloped subsequently, w{ll encompass those functions applied
to ordering and accounting, while the cataloging of serials
«will be an extension of the existing Shared Cataloging System.
Therefore, the primary congern at thi; time is with operational
functions as they relate sﬁecifically to serials, such as
check-in, prediction for claiminé% and biﬁding.
The central file at OCLC will contain bibLliographic
records supplied by OCLC Members plus MARC II serial records.
Holdings for éifh Memﬁer library, as well as additional local

data, will be recorded and stored in the central file that

‘will be accessible tfo all Members through their terminals.

-

VA
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© CHECK-1:§ PROCEDURE

The holdings statement for each title will be kept up-
to-date on a check-in matrix that will be displayed in format

similar to the familiar visible file record currently used

wi«mw M M B '

by many libraries. Matrices will be designed to accommodate

? | varyigg frequencies of pubiication. If the publication pat- Y
tern is altered substantially, a more suitable matrix will
} ’ g replace thg;original one.

7 The holdings statemenf will be recorded so as to indi-
cate egch ph;sical piece, primarily for use in the Circula-
tion System.

The following steps describe the check-in proceéure
i}lustrated 4n flowchart form in Figure 1. )
When an issue, including title page, index,

B

and supplement, of a cerial is received, the checker

L RN

[

I

i will *ype the title search key on the terminal, then

7 DISPLAY "REC'D/SEND and receive in reply a display of P
S the title with the local holdings or a display of

possible titles.

[y

1f the desired title i3 @ot dispiayed, try an
author-title search if there in any possible author.
1f the desired title is not displayed as a
= result of either of the abov;‘approaches, send the
jcsue to selection and acquiéitions.

If the title is displayed as one of several,

type in the entry number and DISPLAY REC'D/SEND.
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[r————

[EA—
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|;£"

The ieply will be‘a display of the title with
the local holdings récord.

If the local‘holdings record consists of a
blank matrix only, with no previous holdings having
been recorded for the title, Send_the issue to se-
lectlon and acqulsltlons.

If local holdlngs have bcen rocorded, compare
fhe issue identification (volume, number, date, etc:)
with the display on the screen.. o _

If the issue in hand does not appear to follow
the established pub11;a+1on pattern of the serlal,
that is if there is a discrepancy between any of'th
elements by which the issue is identified, send the
issue to cataloging.

-

If the issue follows the established publication
pattern, type an "x" in the appropriate space on the
check-in matrix and then depress SEND to record the
transaction in the computer ﬁémory.

After receipt of -the issué has been properly 7
entered, transcribe the call number from the screen
to the issue, stamp the isaue with the library owner-

ship stamp and forward it to the specified hoiding

library.

If an issue-is lost after it has been checked in, an

can be typed over the '"x" to indicate that the issue

3

.
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is not available. If the lost issue is later replaced, an
“"p" can be typed over tﬁegm ", “Both "x" and "p" will in-
dicate that the issue is available in the library, but will
distinguish between fheaissue received as part of a sub-

-scription and a replacenent which may have been ordered

separately. .

Although issues may be checked in with an "x", the détg

(e

of check-in will be recorded in, the éomputeriand can be

.accessed through the terminal when necessary.

f »
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i . .
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FIGURE 1 Serial Check-in Procedure - continued
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\\ Manual Computer

' Inspect reply

ik

. Does
issue identification

follow expected
: sequence?

i/Yes , ,

Type "x" in proper
) i space on check-in
:. - matrix

Send to
cataloging

———

, ' BE Add to
Send - holdings
’ record

/
. | | v
Stamp issue with | @

ownership stamp, .

add call number (Figure 2)
and forward to
holding library |

\

"

A

End ' ‘'

{

"FIGURE 1 Serial Check-in Procedure - continued
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BINDING

~

When a library has made the decision to bind an indi-

vidual serial, ddta relatlve to the blndlng of that title
will be input 1nto the record in the same manner as for in-
put cataloging.

Once the data has beén recorded, it will be possible
for the computer automatically to producc~binding notifica-
tion slips containing full binding instructions for each
physical volume and the binding fund number if required.

The computer will also put out binding lists of items to
be sent to the bLndefy\an one shlpment.

‘“Normally a binding notlg\éat1on sllp will be produced
as ‘soon as the components (specified issues, tltle page,
index, etc.) to be bound into one physical uniévhave been
received. However, when it is desireable to delay the bind-
ing of certain titles to keep them available until the end
of a terﬁ, or to avoid a large bulk of binding at one time,
it will be possiﬁle to postpone the production of the bind-
ing notification slip by recording a later binding date w1th
tpe other binding instructions. Then the blndlng notlflca-
tion slip will be produced on the specified date, provided
the bindable uﬁit is complete.

Binding notification slips for the volumes ready to be :
sent to one bindery at the same time will be assembled along

with a list of the items and forwarded to the appropriate _

7

_library prior to the bindery pick-up date.

o/
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The following steps describe the bindery preparation

° routine flowcharted in Figuré 2.

lr«o MMM“

After each issue is checked in, or on the
¥

designated date, the computer will scan the recérd

[

. for a completed physical volume. If the components

¥ F 4 < -
to be bound together -are present, the computer will
produce a binding noti{ication slip to be sent to

the library concerned. / S
. ) Upon receipt of the binding notification slip,
prepare the volume for bindery pick-up.
when the bound volume is réturned from the
) bindery, modify the holdings statement to indicate

' the pound status.

Type in the title search key; then DISPLAY \

REC'D/SEND< The reply will be a display of the
local holdings.

Insert braces before and after the issues in-

J———

cluded ‘in the bound volume and depreés SEND to re-

cord the information in the computer. : -~

™ e

1f there is a call number, transcribe it to
the bound volume and send the wolume to bhysical

processing. . . - ;

‘An augmentation of the binding applications set forth V
here will result in a subsystem designed to include the

binding of various types of materials. This binding sub-

=
=
=
I
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=
=
=
£
E
I
=
3
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system will be defined as a component of ‘the Technical

Processing Systeh.
_ -~ ) ) .

For ephemeral periodicals that a library may wish to
retain for a limited time (ﬂerhaps the current year only cr
the latest three years), the computer will produce discard
notices ‘instead of binding slips. After the last issue of

the current year is checked in, the computer will produce

a notize to discard the issues for the year preceding the

specified retention period.
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s \ -Manual Computer
Scan record 4
for complete (
y volume " \
I . el
. Is a No -
physical volume (:)
complete?
. (For next
transaction)
i Receive binding Produce binding
L notification < - notification_ -
slip . slip
’ f
( . \
Prepare volume
for binding
) and send :
i
. | . o
‘- / \4 o
: i - - Receive bound : .
‘B o volume Irom
: bindery

% TN L .
FTGURE 2 Bindery Préparation Routine
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S0 Manual Computer
P
v :
7/
i l Type title, search key
% . 0
| % Lgésplay Rec'd/Send : Retrieve _ .
. . —— titles
: o , . via title
- ' ! search
Inspect reply <& .  key )
for correct title : .
) . Type entry number
- - ’ ,_L____.JL_ R
Display Rec'd/Send =>1- Retrieve
- local
¥ holdings
. record
T . Add braces -
around issues
- included in . \\
, bound volume ' N
- T - ' ‘ Add to
Send I . >{ holdings
I record
; Add call number to . »
' / . volume & send t> «
‘ physical processing
A End
| . -
|
§ ] E
ﬁ' FIGURE 2 Bindery Preparation Routine - continued ;} %
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1

CLAIMS

The system will produce cléim notices adtomatically///
generated by the_ceméu%er, or manually requested throug
the terminal, and sent directly to the publisher or vendWr

from OCLC.

To precipitate the automatic claims, OCLC will estab-
lish claim cycles based upen the frequency and pattern of
publication and the predictable lag between the specified
publication date and expected receipt. Factors, such as
batch mailing of sqﬁe foreign periodicals, which might
reasonably delay delivery of an anticipated issue, will be
taken into consideration when setting up the élaim cycle
for each title. Any library wishiﬁg to modify or change
the established claim cycle may do so.

It will be necessary for each library to indicate in
the serial record wheré the claim notices are to be sent
and the maximum<number of claims to be generated as part
of the automatic claim cycle.

A claim cyle will consist of 1) the interval between
the anticipated receipt of an issue and the first claim
notice, 2) the interval between succegdipg claim noticesi;
‘and 3) the jinterval between-{he lést specffied claim notice
and the claim report to be sent to the library concerned.

The computer will produce claim notices immediately
following the specified intervals of the claim cycle if -

no "y" has been entered on the check-in matrix to indicate

-

Fas
E
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o

receipt of an expected issue (see’ Figure 3).

If an "x" is enteped for an issue when an earlier issue

has not yet been received, the computer will produce a claim

notice for the missinhg issue even though the first interval /

£

of the.claim c;cle has fot expired.
It will be possible to negate a claim action, even
though an’4issue has not been received, by entering a "0"

(zero) in the space where ¥ issue would ordinarily be

chécked in. \\\-

¢ -

Claims for irregular publications and other "out-of-.

* cycle" claims can be tniggeféd by keying in a claim request

d

through the termi 1. ~

Periodically, the computer will scan serial holdings
- 4 i -
records and produce a list for each institution of its titles-
- A -

- for which there have been no receipts within the period.

A record of claim notices sent will be stored in the-

computer memory and will b@ accessible to the Member library

&
- through the terminal. °

‘\\,

PN Mg gy T

]
e

Full Tt Provided by ERIC.

i

4
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Manual

Eod
. issue’
’ . - i
Y received [€
\ -
(Figure 1)
L

2]

33

Computer

3

After lstbz
interval of
.claim cycle,
scan record

A

Is
issue checked
in?

Produce
-_— - —1st claim
notice

After 2nd €
succeeding
intervals of
claim cycle,
scan record
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¢

FIGURE 3 Claim Procedure
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Claim Procedure - continued
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LISTINGS
Individual 1ibrarie§ will be able to request any of
all of the fcllowing listings as required.

Alphabetlzed list of serial titles in one
institution N

Alphabetlzed list of titles in each holding
library in one 1nut1tut10n

List of new titles adged w1th1n a spec1f1ed
period of time

List of t1t1es arranged under subject heading

List of titles arrangegﬂﬂﬂag!..lassification

numbers

List of titles arranged under foreign language
of text

List of titles with common renéwal.date to be
renewed from one vendor

List of titles to be submitted for bids

List of titles for which there have beern no
receipts over an extended perlod of time

Desirata list cf issues lissing from hold;ngs
' . »

4

=

Since the requirements of different libraries vary con-
giderably, each listing will contain infermatien, sueh as '
call number, location, and holding:, upecified by the indi-
vidual library. It will also be possible to produce various

- 3

. . . .- . C.
combinations of the above listings, for example titles 1n

each holding library subarranged by classification.

-
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| AN
CATALOGING T , , . : ‘ ‘
Serials cataloging‘will follew the MARC II format for
serials that is designed to be compatible with the MARC‘II
format fér monographs "Cataloging details will be provided
v when the Serials Control System is impiégented; - ] )
o In addition to the blbllographlc data provided for in L
% the MARC format, the following holdlngs and operational data
x will be'basic tc ‘the generation of a number~of products and
therefore, insofar as possible, should be input with the ~
. iniéial,enfry by the local library for each title.
% ) Special instrgctions for the local library )
oo h Binding iqformation"
Lesignation of holdings in microform - *)

Number of claims in automatic claim cycle | s

Name’ ané address of vendor if different )
from publisher

~
Prr——
"

Renewal date and length of subscription

-

,
/’
.

Individual ‘title order number assigned by
vendor if required

-

\

s . N

"
1
4

. . Special 1nstruct10ns, to be displayed with the check-

]

) in'matnjx,.may include any 1nfoxm:t10n useful to the checker

3

.
'
.

concerning a specific title:

»,
't

”Supplements cataloged separate-

.-
g
-~

1y"; "Send directly to binding"; "Route to library depart-

ments"; etc.

i
gl

. When the title of a serial is changed or when publication

%

4 ceases, some device will be employed to alert all users to )

the chahge.

wmuww‘"MW*‘N*“‘FW“’”MW‘WWW"'"W\ﬂ“‘”m"‘“”‘ il ““”‘1"1“‘*‘1
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MICRETORMS

A detailed statement of holdings in microform, or any

Aw

non-print -form, will be included as part of the héldings

o ' record. When the entire holdings are in micrqform, the form
b n% ) 'will be indicated -in the bibliographic record and all hold-
>0 ings will be presumed to be in that form. When onlysa por-
- tion of a serial is held in microform and when the current
: %} ' lissues are received in printed form, it will be necessary
" tq differentiaté betweén thé microform and the p;int-form

-holdings.

1f a microform supercedes the printed form and the

superceded issues are discarded, it will be possible to
: \ £y
have the computer automatically produce a discard notice
- - for the superceded issues at the time the microform is

checked in.

i
i
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PREFACE

The following text describes the procedures anpli—
cablé to Ehe usé of the CRT terminal for chegking-in,
binqing,,and claiming of seprials. These pr&cedures are
designed to be incorpora&ed into the individﬁal work
fléw of each 1ibragy. ..

This draft is neither final nor complete, ince
LS

certain computer operations have yet to be defined.

Therefore some details have been omitted at this time

and others may be changed slightly before the manual is
- &

&

completed in its final form.

‘} The fields referred to in the text are fully des-

cribed 'in Serials: A MARC Format and the Addendum number

1l to that format.

Sy

4




CHECK-IN PROCEDURE
The operator will log into the system using his social

security number plus a symbol designating the Serials Control
System. The_screenfdispla§ for the check-in operation with-
in the serials system will be formated to include the fol-
lowing information:

Céll number

Location (Holding library)

Frequency of publication

Qlaim cycle

Date the latest issue was received

ﬁEstéblished* main entry (individual or corporate
name from fields 100, 110, or 111) if there is

one

Title used by the individual library if it is
_identified in the 200, 245, or 246, fields

Vendor

A
1

Cflaim history for issues not received

Special instructions for checker

i

Complete holdings statement

Next expected issue

A diagram of the screen display used for serials

I g

i

check-in is shown in Figure 1.

LT

% Established according to LC, The Union List of Serials,
ALA Cataloging Rules f r Author and Title Entries, Or
Anglo-American Cataloging Rules.

A
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_ SERIALS HOLDINGS/CHECK-IN P
P \
CALL NO: LOC:
P
MAIN ENTRY: B
P

| CLAIM CYCLE: P
|

TITLE: B L
|
|

P N N

VENDOR: P

CLAIM FKOM: P

CLAIM HISTORY: P

SPECTAL INSTRUCTIONS: B

P

P

P C

HOLDINGS: P /

P 7

P Ty a2

P 2 :

NEXT EXPECTED ISSUE: VOL: NO: DATE: B -
P ; »

FIGURE 1 Serials Holdings/Check-in Screen

Once logged in, the checker will retrieve the records

desired by meaml of search keys similar to those established

/ a
for cataloging. (See Cataloging on a Cathode Ray Tube Ter-

minal, pp. 20-21.) The author-title cearch key can be used
if there is a main (author) entr’ in addition to the title.
A title‘search key for any of the titles indicated in fields
200 (Ti%le as it appears on the piece), 245 (Full title), or
246 (Varying forms of title) car be used to retrieve the
record even thoﬁgh the official entry as established by the

cataloging library is in another form.

The following steps describe the check-in procedure




illustrated in flowchart form in Figure 2.

Log info the Serials Control Syskem.“

Type a title search key for the issuelreceived,
then depress DISPLAY REC'D and SEND. Tf the 'serial
has been entered in the system, the reply will be
either a display of the Chéck-inAScfeeﬁxfor the title

]

or a display c¢f truncated titles that ffE the search

I3
Y
e

key.

If the title is not shown i either manner,

try‘an author-title search key if thére is any
possible author entry.

If the desired title is not Aisplayed as the
result of either of the above approachés, sénd the
issue tg selegtion'and acquisitionsf%a\\

If the Fitle appears as one of seve;al titles,.
itype the'éntry,ndmker accompanying -the desired
title then DISPLAY REC'D and SEND.  The reply will
be a display of the'Check~in Screen for the title
with the local holaings statement.

Should the screen display contain only the

title with no previous holdings recorded, or with

an "on order" designation, send the issue to selec-

tion and acquisitions.
If local holdings have been recorded, compare
the issue identification (volume, number, date, etc.)

with that displayed on the screen as the Next Ex-

-pected ue.




: L : \

If the issue in hand agrees with the Next Ex- P i

i
i’ pected Issue displayed; and with the cursor at home . \
position, depress UPDATE and SEND to update the
i; holdings record. 2 - \
If the space following the "Next Expecged Is~
iz T sue" is blank, as it will be for irregular serials

-~

that cannot be predicted, type the issue identifi- .,

[ —"

cation in that space, depress ADVANCE LINE, UPDATE, -

% and SEND. The computer will update the holdings

T t
e - o

record.
——— If the issue in hand is an earlier issue that
was not received when expected or a special issue

. 3

not anticipatéd, type the issue identification on

[y—

the line below the Next Expected Issue,. depress. :
ADVANCE LINE, UPDATE, and SEND. This action will
- update the holdings record but will leave the Next
- Expected Issue display intact. | —
| If the'issue in hand is the one following the
Next Expected Issue displayed, and with the cursor .
at home position, type "na" ;nd SEND. This action
.o will trigger a claim for the skipped“issue and up- .
date the Next Expected Issue display, wﬁich should
then agree with the issue ¥eceived. |

If the issue in hand does not agree with the

*

, Next Expected Issue and does not appear to foliow

the established publication pattern, that is if -~ .

z
P
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there is a discrepancy between any of the elements

.

by which the issue is identified, send the issue

‘to cataloging. ‘

After receipt of the issue has been properly
éntered, transcribe the call number from the screen
: o : \
to the issue, stamp it with the library owndprship

stamp, and forward it to the holding library}

.

ook

If a; issue of a serial is missing after it has been
checked in, denote this by inserting "/" afterm the number
of the lcst issue in the holdings statemght. For example,
if the héldings statement reads "#v3#[nojf—6" and number 5
has been lost, put the terhinal into INSERT MODE by depres-
sing the INSERT key, position the cursor over the 6 and
type "u4[5L]", depress INSERT again to return the terminal
to normal mode, then depress ADVANCE LINE and SEND to in-
form the computer of the change. If the lost issue is re-
placed and it is desirable to indicate the replacement
status until the invoice is received, place the cursor over
the "2" in\}he hcldings statement and type "r", then depress‘
ADVANCE LINE and SIND, as above. A holdings statement read-
ing "$v3$[noJ]1-u4[5rl6¢" means that all .issues from 1 to 6 are
preseqf but number 5 is a replacement iséde.‘ The replace-
ment or lost status can be deleted by placing the cursor

over the 4, typing "6" and deleting the extra characters

up to the next® entry, and then sending the revised line to

L4

the computer, as above.
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BINDING |
When a library has made the decision to bind an indi-~

“vidual serial, data velative{to the binding of that title

P

must be input into the local reco: i. After logging into

the Serials Control System, the operator will locate the
aesired title as described in the Check-in Procedurc. A
screen display formated to include the information perti-
nent to the binding operation can be called up by keying

in an additional symbol for binding.

v M

e T B

N i

e
i '

A diagram of a Binding Screen

Figure 3.

is.shown below in

BINDING P §
P E
CALL NO:

P

MﬁIN ENTRY :

TITLE: P

F .

BINDERY: B

BINDERY SCHEDULE: -
TYPE OF BINDING:
SPINE LETTERING: E

LOC:

COVLR COLOR NO:

DATE(S) TO BIND: P

FUND" NO: B

"PRINT COLOR: P -

a T’ BINDING INSTRUCTIONS: P 3
z . P R
P - .
S
| r ™
P -
P
VOL.IDENTIFICATION: DATE SENT: F.
P
- FIGURE 3 Binding Screen ' .

\
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ne call number, location, main entry, and title will
be retained from the Check-in Screen. All other informa-
ticn must be- input by the 1ibrar§ either at the time of
cétaloging or when the first volume is ready for binding.

If volumes are to be sent to the bin-dery as soon as
all of the components are present and the first issue of
the next volume has arrived, it is Aot necessary to specify
"Datels) to Bind". Fowever, if it is preferable to delay
binding to keep issues available 'until the en& of ééﬁérm,
or tc distribute the quantity of binding throughou£.fge
year, the date(s) of the desired bindery Shipm;nt(s) m&st'
be specified. .

"Bindery Scheddie" refers to the frequeﬁcy and the
time of the month or week of the regular bindery shipmént,
for example, "Monthly. 3rd Thurs."

‘—;Type of Binding" indicates thé class of binding,-éuch

as specified or firﬁt class, standard, pamphlet, paperback,

or other designation used by the individual bindery. For

standard, pampl.et, or piperback types no further instruc-

tions need be input because the bindery will bind according -

to its own specifications.
For specified or first class binding however it is
necessary to record the color numbef, the color of the

print, and the exact lettering to appear on the spine as

well as other instructions that.apply to the binding of

-

that title.

.o
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FAt fhe bottonm of the EBinding Screen the "Vol. I[denti-
fication; will show thé volume currently in prepardtion or
at the bindery. The "Date Sent' will indicate the daté
the bindery slip was sent out from OCLC unless the library
prefers to input the date of the actual bindery shipment.

6nce the data‘has been recorded, the computer auto-
matically will produc; binding notific<tion slips, con-
taining full binding instructions, for each physical volume.
Lists pf itemé %o beé sent to the binde in one shipment
will also be produced for tﬁose libraries requesting them.

" Binding slips for the volumes going to one bindery

at the same time will be assembled along with the binding

list and forwarded to the appropriate library prior to the

bindery shipﬁent.gate.

When bound yoluﬁes are returned from the bindery, the
holdings statements must be modified to show the bound
status gf each item. After logging into the Serials Con-
trol System and retrieving the desired title with the
holdings statement displayed, the operator will insert
braces ({}) arbuna the items that adequately identify
the 'ound unit, delete the unnecessary characters, then
depress ADVANCE LINE and SEND.

The following steps describe the binding preparation

and update routines flowcharted in Figure 4.

At leas{ once a week the computer will scan

*

each serial record for a completed physical volume.
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If *+he co.apcnents to be b;pnd\{ogether are
present‘&nd the first issue of the-~fiext vulume
has been checked im, the compuﬁer will produce a
binding notification slip to be sent to the library
concerned. \

Upon receipt of the binding slip, preparec
the-volume for bindery shipment.

When the pound volume is returned from the
bindéry, log into the Serials Control System to
ubdate the hdoldings record.

Type in the title ot the author-title search
key, then DI .AY REC'D and SEND.

If the title appears as one of several, key
in the entry number for the desired title, DISPLAY
REC'D, and SEND. The reply will be a display of
the title wit£ the local holdings.

Insert braces in the holdings statement before
and after the issues included in the bound volume
and delete the unnecessary characters, then depress
ADVANCE LINE and SEND to tvansmit the change to the

computer.

;
=

If there is a call number, transcribe it.to
the bound volume and send the volume to physical

processing.

§
\
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Manual

Receive binding
notification
slip

‘

Computer

®
v,

Scan record for
complete volume

complete?

Yes *

first issue
of next volume

checked-in?

arrived
]

‘ Yes
\

Produce binding

notificatién
slip

-

e Is u
physical volume\‘——5><:>
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Log into the Serials System
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' titles
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: - search
% Y key
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- Yes title
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- ? .
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! i , J/No

%
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FIGURE 4. Binding Preparation and Update - Qgntinued
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' I ) Manual‘ Computer
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) a Type entry number
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! 2

i Display Rec'd/Send S

; - | Retrieve

g : title. with
) holdings

7 ®.<_..;...w__ . .l |recora

.
'
. s
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Insert braces around jis-

sues included in bound
ivolume and delete un-
 necessary characters

| v S o
Update 3
‘ Advance Line/Send |~———— 1}~ ~--3| holdings
- : record
Y

Add call number to
volpme and send to
physical processing

.
g
* B
E
[

& End

i
i

FIGURE 4 Binding Preparation and Update - Continued
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An augmentation of the'binding applications seF forth
here will result in a subsystem designed to include the
‘binding of various types of materials. This binding sub-

‘ system will be defined as a compeonent of the Technical
Processing System. ’
For ephemeral periodicals that a library may wish to
3 ', reta%n for a limited _tjime only (perhaps the. current year
or the latest thre;’;Zj;l), the compﬁter‘yill produce dis-
card notices instead of binding slips. After the first
issue of the new year or volume is checked in, the computer
will produée a notice to discard the igsues for the year

“preceding the specified retention period.

—

< - CLAIMS

[

The Serials Control Syetem will produce claim notices

A
1 '

automatically generated by the computer, or manudlly re-
quested through the terminal, and sent directly to the

publisher or vendor from OCLC.

s

The member libraries must indicate in each serial .

.record where the claims are to be sent. This i§¥ormation

should be input following "Claim from:" on the Check-in

Screen. a

e I e I e Bt

To precipitate the automatic claims, OCLC will estab-
* : ’
1lish claim cycles based upon the frequency and pattern of

- A“ m«wn )

~ s ) puBlication and the predictable lag between the specified

N publication date and expected receipt. Factors, such as
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Eatch mailing of some fcreign periodicals, whigh might
reasonably delay delivery of an anticipatedﬁissuﬁfﬂﬁfil_be
taken into consideratio;. Any library wishing to change
an established claim‘cyéle ma§ do so by typing over the
cycle d;splayed on the Check-in Screen and then depressing
ADVARCE LINE and SEND to transmit the change to the com-
puter.

A claim cycle will consist of 1) the interval between
the date of the latest issue received ;nd the first claim
notice, 2) the interval between succeeding claim n6tices,
and.3) the numper of claims to be sent. Each library will
designate the maximum number of automatic claims ko,be sent
éor that library. The last of these will be mailed to the
library rather than to the publisher or dealer so that tpe

library will be alerted to follow up with appropriate action

=

to correct the delinquency.
To initiate a claim notice manually, log into the Serials
Control System, retrieve the record for the title desired,

then; with the curssr at home position, type the identifi-

cation of the overdue issue, "claim", and SEND. As long .

~as an issug is outstanding, a record of the claims sent

will be displayed.on the screen as the "Claim History" for

»

that issue. When the issue is received and checked in, the
Claim History will be deleted automatically.
To nullify ‘a claim action at any time, retrieve the

screen display for the desired title and, with the cursor
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ol

at home position, type "no claim" and SEND. That command

will be displayed below %Speézal Irstructions" and will *

* Ruokbian] -

remain in effect-until it is cancelled by the library. To

cancel the "no claim" command, plaée the cursor to the im-:

mediate left of the first‘letter, depréss JOM (Start of

Message), move the cursor tb a position prececding the para-
- graph mark, defpress INSﬁRT, type "negate" following the mes-

sage, depress INSERT, ADVANCE LINE, then SEND.

Periodically the coﬁputer will scan the serials recor&s
and ﬁroduce é list for each institution of its titles for

which there have been no receipis or claims yi@pin the pericd.

/

~__ "MICROFORMS .

i

4 .

e T T T T

A detailed statement of holdings in microform, or any

]

n%n-print form, will be included as part of the holdings re~
cord.» When the entire holdings are in microform, the form

will bg indicated in the bibliographic record and all hola:

ings will be presumed to Be in that form. When only a por-

~

tion of a serial is held in microform and when the current
issues are received in printed form, it will be necessary

to differentiate between the forms in the holdings record.

Ikka microform supercedes the printed form and the

B oy G s e ey

5

superge&td issues are discarded, the computer will préduce

|

iy

a discard notice for the superceded issues at.the time the

a

’ 3
smicroform is checked in.

'
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% " SUGGESTED MINIMUM REQUIREMENTS FOR SEéIALS CATALOGING | ‘j
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As a point of ‘departure for-discussion at the ‘Serials Ad-
visory Committee meeting on 9 February 1872, OCLC suggests that
the information specified in the fiélds listed below be considered
as basic to the cataloring of serials. Not all of the fields will
be applicable to each serial; however, when the fields do apply,
it is highly desirable that they be included ‘s the bibliographic

record.

It is further suggested that dn effort be made to verify thé
! main entry through NUC and/or NST, if the cataloging library has
these tools, even though that library may choose to use another
form of entry for its own catalog and check-in record.

. For a full description of the fields, please conSult\gerials,
a MARC Fcrmat. .

e

B ity

i FIXED FIELDS
3 \\Tag Element No. Name of Data Element

008 1 Date entered on f.le (will be entered auto-
matically by the computer) ’

e

;‘ 2 Publication status; ¢ - current
i \\ d - dead-
' ? ~ unknown
- - .ot :
- g 3 Beginning date of publication (year only)
Y Ending date of publication
| ~ g : p
6 Frequency (a one character code, see MARC)
7 Regularity; r - regular
n - normalized irregular
x - completely irregular
9 Type ot serial designator; ¥ - blank (none of
T i} the foilowing)
p - periodical
m - monogvraphic 3eries
n - newspaper

N tt®™
L}

L
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/ Suggested Minimum Reguirements for Serials Catalozing

i FIXED FIELDS
Tag Element No. vlame of Data Llement

i gos 10 Physical medium designator; a one character
) code to denote the physical form in which
a serial is originally published

11 Form of reproducticnj; a one character code
to indicate the type of reproduction

15 Title page availublity; a one character code
to show the c=i .tinee of a title page and
the methogd of acquisition

- 16 _ Index availability; a one character code to .
’ show the existence of an index and the
method of acquisition

17 . Cummulative index availablity (will be trans-
’ ferred by the computer from variable field 5535)

20 Language code; a three character code indicating
" the language of tha text,with "MUL" indicating
multilingual
) 21 Modified record designator; a one character code
to indicate when an LC printed card has been
./ modified - ’
i ) ) N
! . ’ . .
L0 22 Cataloging source -code (will be transferred by

the computer from variable field 04L0Q)

VARIABLE FIELDS

Tags Name of Field

- 010 LC card number (if available from copy in hand)
o040 v €ataloging source
Ol Languages; Langua o of text if multilingual,

or language of t~ﬁt followed by language of
original if a translation

050 LC call number (if available from copy in hand)
060 NLM call number (if available frcm copy in hand)

082 . DDC class number (if available from copy in hand)




Suggested Minimum Requirements for Serials, Cataloging

VARIABLE FIELDS

Suiseq  mmmey GmEEg ey

Tags Name of Field
090 - Local LC call number
- 092 Local DDC call number
L 100 “f o Main entry, personal name
5 i 110 Main entry, corporate name \
5 111 Main entry, conference name
200 , Title as it appears on the piece; required

only when differcnt from 245 or lxx + 245

240 Uniform title ) ’
~Qus Full title
| éue _ ' Varying forms of title. )
247 - Former titles . o o
\ 250 : Edition,stafement; used only when difféhing'
W editions have identical titles, such as

-

geographic editions

260 » Imprint
) 310 : Frequency
. 320 Current frequency control information (a non-

printing field needed for holdings-update
and generation of claims)

330 ’ ‘Publication pattern (a non-printing field
needed for holdings update and generation
of claims)

% . 362 Dates and volumc dwsignations
, 400 Series statemenc, personai name/title (traced)
410 Series statement, corporate name/title (traced)
ui‘ Series statement, conference name/title (tracéd)
4 Series statement, title (traced)

49 Series statement,.untraced or traced differently
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Suggested Minimum Requirements for Serialc Cataloging

—t
. VARIABLE TFIELDS
. o o
% Tags Name of ;1e1d
! 500 General notes
% 525 Supplement note
. 546 . ;anguagé‘pote (Field 041 expressed language
i- information in coded form.)
i
‘ 547 Former title no'te (complexity)
555 Cumulative indexes
580 Linking entry note- (complexities)

-ﬁd

In addition to the abwve, t%;“appropriate Subject Entries
(600's), Added Entries, Linking ntries (700's), and Series Added
Entries (800%s) should be entered. ;
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g PRET IMIIARY OUTLINE OF THE SYSTEM

e i

The aim of the Technical Processing System is faster and

more accurate processing of books, reduction in personnel in-
volved in technical processing, accumulation of data into one
—eentral record, and reduction in unnccessary duplication of
boo¥s among member libraries.
.

There will be three major groups of processes: 1) unitary
procuremént, 2) extended procurement, and 3) gifts. Unitary
procurement constitutes thé acquisition and pfocéssing ~¥ books
a: the result of an order being placed for a single specific

title. FExtended procurement comprises blanket orders, standing

orders, exchanges, subscriptic , governmental items, and mem-

I ——

berships in publirations producirng gpoupé. Gifts constitute

e———"
"

those accessions which are unpredicted in their arrivai and

require no payment.

\
I e—

In +his brief description, only the unitary procurement
process will be delinecated, and only the main flow of work will -~
be describhed.

Wher a rejuest is received by 4 library acquicitions de=

Y =

partment, it will first be s.arched via the terminal to deter-
mine whether or not the title is already in the liurary or cur-
rently on order. Even though the title is not in the local

library system, the search may yiéld the bibliographic recccrd

P

ERI

P o -
4 P =
_—
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for the desired item. That record car. be used tb verify the

author and *title as well as to supply other pertinent information.
After the decision has been made to purchase an item and
+t+he fund, order number, vendor, etc. have been assigned, éhe
order work:'form will be réquested on the termina4d and the rele-
vant date typed in and transmitted %o the computer. A multiple
cop, order will be produced automitically at the center, two ‘
copies to be sent to the vendor and the remaining copies to be
sent to the lib;ary originating the onrder.
At the time of rcceipt,-fhe record for the title will be
recalzed +o the terminal screen. When the record is displayed
and it has been'determined that the title received is in fact

the one ordered, the operator -will transcribe any necessary

énformation from the screen to the copy of the order slip ac-

companying the ifem. The item can then be forwarded to the
appropriate department for further processing.
Invoice information will be added to the computer record

whenever the invoice 1s received.

COMPUTCR PRODUCTS

x>

T

The compuler products will bLe of four types: 1) on-1line
CRT screen displays, 2) printed form., 3) statistical and other
reports, and #) punched card reports.

The first group of products descfibed will be operational

at the time the Technical Processing System is implemented.




&

The second groﬁp is a series of pmoducts that will be added

as soon as possible following implementation. The third group
consists of a series cf reports that will be pfeduced 5n de-
mand from tha system; the Center wi . also add this third

group to the system subsequent to initial iuplementation:

GROUP I

SCREEN DISPLAYS

There will be a separate séreen‘display for each "on ordor”
title and each gift title. Each record display will include
data relative to the processing -of that title. The recor&s
will be retrievable by order number or by title or author-
title search keys. The computer will maintain indexes required
to access the records and to access the specific data needed
for repo>ﬁ§ and listingi.

Examples of screen displays for monographs (unitary pro-

curement), serials (extended procurcment), and gifts are

shown in Figures 1, 2, and 3.




CALL NO:
LC CARD NO:
AUTHOR:

TITLE:

PLACE:

VENDOR:

NO. OF COPIES:
SCRIES: .
REQUISTED BY:
DATT, NELDLD:
DATE ORDERED:
CILAIM HISTORY:

INVOICE NO:

INVOICE BEING HELD:
REMARKS:

MONOGRAPHS

LOCATION: ORDER NO:

? . ACCT. NO:
PUBL: YEAR:
LIST PRICE: EST.COST:
VOLS: EDITION:
DEPT:

FUND:

DATE REC'D: “00ST:

8

INVOICD CLAIMED:
CLEAR FOR PAYMENT:

FIGURE 1 Screen Display - Monographs

\ e
TECHNICAL PROCESSING - SERIALS
CALL NO: LOCATION - ORDER NO:
LC CARD NO: ACCT. NO:
AUTHOR:
TITLL: . \

\ _

PRLACE: PUBL: FREQUENCY :
VENDOR: SUBSC.FRICI:
NEW SUEGC: i RENEWAL: SUBSC. THKM:
RLPLACLMENT OFA PRICE:
LLGUDSTED BY: DLPT:
NM\TL ORDERED: DATE REC'D: FUND:

INVOICE NO:
INVOICE BLING HELD:
REMARKS:

INVOICE CLAIMED:
CLEAR FOR PAYMENT:

FICURE 2 Screen Display - Ser¥als
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TECHNICAL PROCESSING - GIFTS

%

CALL NO: 5 LOCATION:™ ORDER NO: .
LC CARD NO: :
AUTHOR:

TITLE:
PLACE: . PUBL: ' YEAR:
DONOR:

DATE REC'D: - : - EST.COGT:
REMARY.G: ) .

FIGURE 3 Screen Display - Gifts

»

The Fund Commitment Register will be accessible via' the
terminal at any time and will_be current -according to the
flatesf daté transmitted to the computer. The register wil;
be arranggd by fund and will include tﬁé;following information
for each fund: :

n Total income from the fund
Uncommitted total
"Cash balance °

Expenditures

Commitments

A Foreign Conversion Table will automatically convert

foreizn monies to U.S. dollars. -
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PRINTED FORMS
; ' " Vo

t L3

a ..
A multiple copy Printed Order Form, similar to the example '

4 - N ;
in Figure 4%, will be produced autcmatically Dy the Computer. 5
< ; ; !

Two copies of the form will be mailed by the Center directly
. . ) ‘ o
to the vendor, one copy of which is iIntended to be returned

v L3

with the item when the order is filled.. The ‘remaining copies
will be sent to the library originating the order to be used

2s necded as a permanemt order record,~as a temporary catﬂwng-

ing record, ata. , ‘ .
(‘ N - ¢ .

CALL NO. AUTHOR (RUSH)
LC CARD NO. | TITLE
ACCT. NO. PLACE PUBL. YEAR
ORDER NO. VOLS EDITION ISBN

- SERIES ISSN
LIST PRICE NO. OF COPIES LOCATION(3)
- REQUESTED BY - . DEPT.
DATE ORDERED | NEEDED BY . , FUND
DATE REC'D COST VENDOR

LIBRARY HNAME & ADDRESS

FIGURE 4 Multiple Order Form




Claim Notices will be produced automatically by the com-
r

puter according to pre-determined claim cycles. OCLC will ™
+
‘\_J;‘ establish a claim ¢ycle for each vendor, depending in part upon
v

the geograrhic location of the vendor. Each member library
will decide on the number of claims to be sent fpr that library.
In addition to the automatic claims, it will be possible to \
initiate claims manually and toﬁsuppress the autématic claims }
if necessary. . ‘

Two types of claim notice will be required. The first
will be a claim for titles ordered but not received within
the sbecified period of time, the other will be an Invoice
Request for an overdue invoice for items received. Ek;mples
of the claim notice and the vendor reply form that will be on’

the back of the claim notice are shown in Figures 5 and 6. -

The invoice request form is shown in Figure 7.

»
-¥

- F

Requester Notices will‘hé sent to the respective libraries

regularly, for distribution to the fequesters: Each title, for
whichrfhc requester has asked to be notified of arrival, will
be listed on the notice, as well’as the status of Lhe process-
ing of his ruduest.

;
i
I
l
l
|
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STATISTICAL AMD OTHER RCPORTS

Delayed Processing Reports will be addressed ‘. the super-

visors of the various departments to which they apply. A maxi-
.. mum time period will be established for a title to remain in a
given processing area before the computer produces a report that

completion of the processing for that particular title is overdue.

4 List of Books Ready for Requesters will be issued to the

circulation departments periodically. The requesters listed

-7 o - ‘Wwill be those who asked for a specific title after another per-
son had alfeédy requested it. The first requester will have his
original request with tﬁé book when it goes to the circulation
department. The cifculation department will use”the list of

names as a reserve list for subsequent lending of the book.

Periodically, Reports of Expenditures and- Encumbrances will

be sent to each tibrary. The time period covered will be spec~’
jfied and the arrangement will be by department OI fund or other

category defined by the library. /

PUNCHED CARDS

_ - 4 .
Ythen an involce 18 approved fer payment viAa the terminal,
/ .

- i ‘!’ . . “
the computer will produce punched carys for those inctitutions
with automated purchasing departments.\ The cards will be sent
. ‘ .
. : . N . o
directly from OCLC tq the purchasing de&aptment of the insti-

tution concerned thus: eleminating the neiﬁ to.send the invoices’

for manual keypunching. . \
|
i




GROUP 1II /,)

The computer products in this group will not be available

at the time the system is first implementedi

Graph,- Number of Titles in Process

This product W1ll ‘be a line graph on a 51ngle sheet of
computer paper. Points on the line will represent each week
from a given base point. Lines will represent the number of
requests in pre-order §earcﬁing, the nusber of titles in ecach
of several pfe cataloging check point-, thu_numbcr of titles in
cataloglng, and the number of tltlea at the blndery From, this
chart it will be p0531b1e to tell at a glance whether or not

. there is :.an increasing accumulation of materials in any one
processing area. ' L

1
i

Graph - Activity Statistics

A line graph will contain the numbey of requests received
in a week, nrumber of orders issued, number of. titles received,

number of titles searched, and number of titles cataloged. As

u-
;‘ »
i

with the p%evious graph, it will be possible for a manager to
tell at a glance any significant change in trends of activity

in various processing areas.

Average :Cost Per Title

Fach week the computer will calculate the average co3t per
_title for all books processed in the system within a pre-deter-

mined period of time.




GROUP III
i . = This group i$ a series of reports that can be supplied by
the computerfon specifiw demand. The production of these re-

’ ports will not be implemented until after the entire system is

operationail.

Donor and Gift+ Lists
This product will be a list of giftw received within a

, ypecified period ol time, arranyed under the name of the donor.

rd

Rate of Work Flow

This report will give the average time items remain in

each. processing location.

List of Titles by l'und

. T ‘ /jThis report will list, under the names of the funds, the

titles” acquired from each fund within a specified time period.

+

- '

Nurber of Titles Cataloged by'Subject Classification
This list will provide’ the number of titles cataloged in

each subject classification.

Subject-Vendor File~

A list will be compiled by subject classification of the

4
‘u.w-u‘ Rkl

vendors vho have supplied books within cach subject and the

number of titles'each vendor supplied. ] .

List of Books Received waﬁianket Purchase Order

This report will cohsist of a listing of blanket purchase

orders and the titles of books acquired on each purchase order.

I
l
!
y
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\""“\ '
Returned Books - On-Approval™and Blanket Ocders

This report will yield a ;%unt and listing of books returned -

. - \ . b
under each blanket order. AN

4 N
Number of Titles fcauired by Language and by Countrv
g =

Amount Expended by Order Type and Time of Ycar

This report will give the amount ol mon?y spent after a
given date as the resulft of various types of orders (unitary
procurenent, blanket orders, standing orders, etc.). The re-
port will also give the total amount of money expended at any

time during the fiscal year.

i

Out-of-Print Want Lists P

This report will be a listing of4uhéétisﬂsed quotation
;!

e

requests in the file.

Request-for-Quotation Follow-up

After a pre-determined time for each.vendor, the computer
w1ill report to the library thot ne quotation has been received

for the specified cnt-of-print items. ~

Time Relation:hip of Invoice and Baok Pooodipt

The compuicr will calculate th tima clapsed betweaern the
receipt of a book and its corresponding invoice from a given

vendor.

Titles Received by Vendor

This report will be a listing of the number of titles re--

ceived from each vendor after a given dat..

®
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Amount of Funds Expended by Vendor

Average Time for Individual Vendors to Supply Books
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The Teghnical Processing System in its entirety will
consist of an acquisitions system including financial re-
cords and a monitor to issue notices to staff when items
are delayed in~acquisitions, serials, cataloging, or phys-
ical procegsing. The Center will not activate the monitor
when TPS is first implemented.

The aim of the Technical Processing System is faster

and more accurate processing of materials, reduction in

personnel involved in technical processing, accumulation
of data into one central record, and reduction of uvnneces-

sary duplication of materials among Member libraries.

it d

DESCRIPTION O THE SYSTEM

Y

The system will initially encompass the ollowing
basic operations: 1) creation of the TPS record am pro-
duction of purchase orders, ?) on-line update of records
when material is received and again when it is cataloged,
3) automitic claimins of overdue orders, and 4) production
of gaeeounting recorcds,

There will be three major types of processen: 1) urei -
tary procurcnent, 2) extegded procurement, and 3) pifis.
Unitary gﬁocuromcnt ('u') constitures the acquisitions and

processiag of material as the result of an order for a

B

sirgle specific iten. Multiple copicsz of an item, or mul-




—

Q

ERIC

PAFullToxt Provided by ERIC

]
b

—~—

tiple volumes oI a completed set may e construed as uni-

ont. Extended procurement ('e') comprises

3

tary prccure
subscriptions, standing orders, on approval orders, blan-
ket c~ders, exchanges, and memberships in publications-pro-

=

ts censtitute those accessions that are

e
+h

ducinz groups. 5

r arrival and require no payment. They

e

unpredicted in the

miy be oither 'unit' zifts ('gu') or 'extended' gifts ('ge'),

B

(53

cuch a. ~itt .ubseriptions.  Tnomo Locdnes Texchange! mate-
Yiale will Le treated as pifts sinee they require neither a
purchgse order nor payment.

Treatment of material received as the result of a mem-
bership will be detcpmined by the nature of the publication
and internal library policy. For example: if the major pub-
licaticn recoived tﬂrcugh a memberchip is a serial, It could
be treated 3t a repular subscription with the membership fee
construed as the cost of‘that _ubscription; ancillary sub-
scriptions nr separate works, sent to members at no addi-
tioral cost, might be treated as gifts. A memberschip pro-
viding primarily non-serial items might be handled as a
Rtanding‘ordor. ‘

. Periodically, the system will be jpuarped of cnmplcte@
TPS records identificd a5 unit oy orocurement (a' or 'yut').
The precords will be expelled from fhe oystem only after t%o
following rvqnisifes have been met: 1) the invoice has been

approved for pavitent or the order canceled, and 2) the re-

cord has bzen updated for card production or retired toO

i

-




the archive tile by the library.

£
L

pto

rt
[

den

e

Records ed a3 extended procurement ('e' or 'ge')

will remain in the system until the order is canceled and

3 the record retired by the library.
-, ;j Cancellation of an order will be accomplished by typ-

ing 'canc' onto the screen following the purchase order
, ) number, then UPDATE and SEND, if the cancellation is vendor-
7 originated, or‘?RODUCE‘and SEND, if the Iibrary cricirates
. the cancellation. In response to PPRODUCE and SLND, the com-

puter will print a carcellation notice to be mailed to the

vendor.

f

The system will maintain a Vendor File designed to in-

clude as many addresses as required for each vendor to fa-

e

‘ cilirate ordering, claiming, and masking payment. Commonly
- used vendors will be identified by mnemonic codes to limit

, .- typing and io reduce confusion between vendors with zamilar

! names. Print-out copies of the Vendor File will he dis- :
tributed to Member libraries for reference. ’
i The system will yield four varieties of products: 1)
1 ‘ cn-line CRT screcen displays, 2) printed forms, 3) computer [
- , print-outs, and ) punched card reporte. ‘ i
| : ) The producte and procedurc . - o ribcd herern will Le
- operi1tional at tne time the Technical [roces~ing Syntem 1o
implemenicd.  Uther products, to be aaded following “mple-.
. mentation, Lave been enumerated on pages 42 to U5,

IERI
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ON-LINE SCRIEN DISPLAYS

- ihere wil® be a separate screen display for each 'on
order' title, each gift title, and each on approval or blan-
ket order-ﬁlan. Each record will include data relati;e to
the processing of tﬂat orde~. '

A TPS record will be retrievable by-the p;rchase or-

e der number, the OCLC control number, and by author=title

4 . . . .
and title search keys. The computer will maintain indexer

required to access the records and.thv‘;becific data with-
in a record needed for reports and li§{ings.
The Fund Commitment Register will ais;ﬁbe displayed
‘ on the CRT screen and will be accessed by the.fund number.
The register will be current according to the latest data
{twansmitfcd to the computer.
ned for inputing

. Another screen display has bewn designed

Account and Fund allocations.

: o The screen displays are illustrated 1in Figureil, page

5, Figure 11, page 39, and\Fipure 13, page Hl.
/ .

K
1

.
. WL
ot




S
. -5~ /
: .
!
D> Type OCLC#: 2
= D> Cat: B
x> IP: B ) »
% [> 1 Auth: th P
> 2 Titl: $o #h B
% [> 3 Edit: P
a%[> 4  DpD: I .
% [> 5 Freq: P
# > 6 Ser: P
. % [> 7 ISN: P
#* > g Vols: P
> 9 Cops: P
>19- 8 &f: P
>11 Term: P .
[>12 Rnwl: P

[>13 Vndr: ¢b dc P
% [>14 Pric: E
[>15 Acet: ®
. [>16 Fund: P
~ # [>17 Dats: b F
[>18 Rqtr: $b c P
[>19 Dstn. T
# >20 OrC1: P
- [>21 Inve: ¥b $c P
[>22 Cost: ¢b F
J# D23 InCl: F
~>24 InOK: #b F
[>25 Pmhco: l.kush  2.Replacement 3.0-f-steck  H.0-f-print  H.0thea B

— e e e < = mmmmme—e— —emtar = g = = mme W

Thoze items supplied automatically from a Catalog record or
other TPS record.

3
(X hosa items which, if ch:mge_d, censtitute a new recerd.
# Data that is computer-produced (except.17 #b).
The svmbols defined above are not part of the -creen display.
- *

FiCURE 1 Sereen Display for Teci.nical Precessing




Following is a

Screen Display for Technical

. Type:

Cat:
IP:

1 Auth:

2 Titl:

3 Edit:

L PPD:

5 T'req:

9 Cops:

> , 10 P O#:

Author, verified if poususible,

23

ield by field description of the

Processing:

Type of acquisition. The following codes will apply:
u - unitary procurement
e - extended procurement
gu - unit gift
ge - extended gift (subscrintion)
Symbols for libreries having the cataloged title.
Symbols for livrariec having the title in-jprocess.

Jitn the source of
authority idertified in subficld "h'.

Title, verified if possible, with the source of
authority identified in svbfield "h'.

Fdition. Unless a specific cdition is entered, the

purchase order will specify latest edition’'.

Place; publisher; date of publication. :

Frequency.of pﬁblication, fer ‘subscriptions and
~tanding orders.

Series.

International standard nunber, book or serial.

Specific volume numbers (v.2, v.7) or the total
volumes (8v.) if the order is for an entire
cet.

Numbcr of copies requestc! on one purchdse vrder.

rurchase order number. If a library uses only one

purchase order numbers, the

range of seguential

— N . . - "
number can be assigned automatically by the

computer.




. 11 Term: Lengthiof subscription or contract. * .

12 Rnwl: éenewal. If no information is recorded in this
field, renewal will be antomatic until canceled.

13 Vndr: Vendor. Enter vendor's code name. Subfield 'v!
will be used for a vendor account number and
subfield 'c' will be u.ed for a‘vendo; con- -

- . tract number. ,

14 Pric: Enter the unit price unless several volumes of a
work are being ordered on a single purchase
order, in which cas2 record the total nrice
for all volumes ordered on one P.0.  The amount
encumbered will .be the recorded price multiplied

: 7 ' by the number of copies,requestea‘on the same
P.O. ‘

15 Acct: If the entire cost of an item is charged against

a single account, only the account number need
be éntered in field 15. However, i the cost

: . is divided betweén two or more accounts, each ~
account must be input in %P '3' gsubfield (the

: first 'a' subfield code is implicit) followed

by a 'h!' subfield containiny the amount charged

agaist that account. (e.g., Acct: L7H1bLY #b

L $100.00 ta 967843 #b $u5.50)

1 16 Fund: Same as above except for fund.




kel

P

18

19

20

21

Rqtr:

Dstn:

orCl:

Inve:

Date of the order will be supplied automatically

by the computer. The date of receipt of the

material ordered will Dbe entered in tihe 'b'

'subfield.

name of the }ndividual who requested the item.
1f more than one person 1is responizible for
originating a request and each is to be rotified
when tne material becomen available, thie wocond
nime will De entered in a 'bf subtield. HMore
than one 'b' subfield may be used if required.
The 'c¢' nuhfield will-be resePVCd for the name

i

of the donor of a gift.

Destination. The department or branch library where

the material is to be shelved after processing.

Order claimed. When the system automatically pro-

The

duces a claim noticc, the date of the claim
will display in this field. If more than one
claim is sent, the date of each will appear.
invoice number will bo input when the invoice
is recieved. If the invoice is held for any
peaton, that information will be cntered in

sublield 'b'. Cretil intormation will be re-

3

' ¥

corded in subfield 'c'.
actual cost of an item.  If postage is funded
separately, the amount of postage will be re-

corded in subfield 'b'.




23 InCl: Invoice claimed. If an invoice has not been re- 3

ceived within a specified period following re-
ceipt of the material, an automatic claim will
be generated and the date of the claim will be

displayed.

24 InOK: When an ipvoice is approved for payment, the date

will be recorded in field 24.

o~

25 Rmks: Kemarke are intended for internal use only «and
will not print on the purchasec order. To in=-

dicate the application ot any of the four

specified remarks, replace the number pre-

'xt,

ceding the appropriate remark with an

R

" 10ther' ‘remarks will have to be typed onto

‘the screen in full.

|
o
.
|
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UNTITARY 'TROCUREMENT

14

When a request is received by a iibrary acquisitions
depar.ment, it will first be searched via the terminal and
i
elsewhere %o determine whether or not the title is already
in the libpﬁ;; or currently cn ordﬂr. Until a library has

completed retrospective conversion of its holdings to he

&
-

gy tem, it will he necessary I oreh the card catalog ~c
woell aa the it bane. A seaich of the outatanding order .
file may .tluo be required until all orders placed through .

the manual system have been filled. If the title is already
in the local lfbgdry, the request will be returned to the
requester unless it is desirable to purchase a duplicate.
After the de;ision has been made to purchase an item
and the {fund QQSighdiion and vendor have been assigned, the .
CRT operator,|ioggéd into the TPS mode, will type the author-
title or title search key. If the work is in the system,
either as a Catalog record or as a TPS record, the usable
data will be displayed on a TPS workform. (Seg page 5)
'Usable' data includes any cr all of tae following elemenits:
nuthor, title, edition, place, publisher, date of publica-
tion, [requency of issuc, serich, Glan-lued book or nepial
number, number of volumes of a4 .ot, and the list price. .
The data displayed should be carcfully examined and
edited where necessary to agree in detail with thé work

a

* % A
desired. Changes will be made by inserting addi ional in-

N




———
.

T
it ikl ool I

-
T

formatidn, or by'déleting Qr typin;>over existing informa=-
¥ .
tion.l, After maklng any Lhange 1n a field, depress ‘the -

ADVANCE LIFE and SEND keys 'to commpnicate the” change to the +

computer.. PR ' v - .

. - . =

When the existing: data is satasfactory, the operator

& ~

will proceed to enter the data in the otHer -fields requlred

for the ppcductlon of the purchase opder”then SEND each

flela‘untlh the entlre order 1iu cumpleted.

—~ 2

— 3~
.

[ .
- If no PL(UPd 1u dlaplayvd in ves ponuo to' either the .-

author—title or title search key, the operatoﬁ w111 rcquest
J t‘ ——
a workfo:m by keylng in 'wf'; aﬂd proceed to enter ‘and SEND.

-

all pertlnent-data, field by Lleld, untll the order is com~
pleted, then depress PRODUCE and SEND. In response to the-

PRODUCE command, a multiple copy purchase order will be pro-

.

duced, two copies of wﬁibh will zbe sent to the specified
7

vendor and the remalnxng‘coplea to the requeatlng library.

. When there is rno record*ln the data base fpr a tltle -

being ordered, the source(s) used to verify the author and

.

title should be entered  in subfield 'h"*of therhespéétiﬁe »

-

- -

flelds.. , , = L Lo .

The flowchdrt on the followlnb pages Hﬁlznedteu the

activigy involved in unitary procuvement.
+ v .

E}

o .
13 *

1 Fo~ detalls on the operation of +he CRT terminal, refer
+o: Cataloging on a Cathode Ray.Tube Terminal, Ohio Col-
lege Library Center, June 1971, .pp. 11-23.

[ 3
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‘FIGURE 2. Flowchart for Unitary Procurement - Cont'd.
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, . )
EXTENDED PROCURERIENT

. A -

Sinde ,the terms identifyigg the 'various types-of.ex-.J

E

tended procurement’ﬁ?e oftenrused“%pterchangeably, defini-

. L .
tions of the terms as applied in this ddggment are given
- . . ' . .
. : . s
. . -
. ) - ) 3 13 ‘ .’ L . .
- Subscription: an order for a continulng pup%gcatlon

®

below.

that is received more or less relearly, usiually -
' 'more “than once a yeaqar, qnd paid fgr in advance . i
- . I

of fulfillment. o '

Continuation: an order for individual parts of a series

or set to be supplied as pubXished without a puﬁ—
chase order béing issued for each,part. Payment

L 4
- N ‘-
. is usually made upon receipt of an item.
- O :
Standing order: an order for all of the forthcoming ™
V2 I . % ;o
- publications of a publisher of specialized, mgte-

,
H

. ., 4] p
ﬁrlals, such as an associetion, sa school, or a mu-

- seum, etc. Payment is subsequent’to-delivery of
I 4 -
o
#he mateff%l. v .
l4

On approval plan: an order for materials to be supplied

-

by a vendor. acgording to the delimf%axioﬁs_and

specifications of the hibrary. These materials oo
: ’

- 1
. - S

" are subject ‘to'review and return by the library.

‘Payméﬁf foll

ws receipt and acceptance of the

% > .
material. : .
(! -




ﬂlanket order, " an onder for Speblal @gterlals, to De
£ 1 v,

o

selected é coéding %0 he—quallflcat¢®ns Outllned
. - 'S \ '

by tﬁe.libfafy,.by,57V%ndor actlng as the llbrary s
4 V4 o

agept. Returﬁs ar% usuaITy nét acbgptable. Pay—

‘5

mbnt LQ subbequenf ta qgcebpt of the “materidll. \

*
. -

R\guPL 3, heginning onipﬁfe 23, lllust“ates in flowchart

i .

\"

form 1hﬂ nﬁ*nndod procurgmpnf' pvnnvduros for qtanding-or—

ia . : \‘ / ..
df’r\, y. O ApTIrOve 1, orders, am_l blauket orders., |
- . - - e

L 4

2 . .
- - - -
- - . - -

Subscriptions , : .

+

hal *

\
* The order prqcedure for a 'new' s bscrlptlon W1ll be
. . : )
virtualiy the same as de@crlbed for ‘unitary procurement.
t
A . .
Certain data, nob appllcable to wunitary procurement, W311

' ’ N

be needed for a subscription order: namely, frequency of

-

issue, length or term of subscription, and renewal inlor-

mation., Depending upon the poiidy df the L@hrary (and the .

vendor), a rehewal may be issued automatically B&ﬁ&&fgsyétem

prior to the expiration ddte, or the vendor’may’ﬂ%new,auto—

matlcaﬂLy unt11 he recelﬁes a notice -to cancel. .

£

After PULOlpL of the first issue has been dcknowiodrnd

‘throuy;h-'l‘[’f‘,, to atlsfy H)Q oy tom, !h;l no (,Lxli( 1, Pn«lu]"‘ed

- F e

subsequent issues will be checked-in and claimed through the

-

Serials Control System. 3

*

The TPS rfecord will remain in the system for renewing
B

and accounting transactions.

-

PAFullToxt Provided by ERIC
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w

N -20-

P . . - -~ « — - °
. » - . .

Continuations Y .

z * +
1

Againg the orddr Qrocedure described f&r unltary pro--

. ~N
' )‘ g . » éufement wllk_apply for ‘*new conti tlon order w1th %ﬁéﬂ

udelowing exceptioﬁ.\ If the OPde\Lls for a- monographlc . -

-

’ N series, the series (maih entry and title'or Fitle only)
. I - .

will be entered in field§\l and’ 2 as author and-title rather

. . M .
' ~ & L~

than in field 6 as seriés. <

s !
/z . F If tho &nd1VLdual p@rt° recelved on a continuatisn op-
N R Y + . ?
, - der bear -somé Kind of sequehtlal.numberin% identification, .
. .- Vs . . T ‘ C ‘

each item will be ehecked-in and/or claimed throurh.fhe

!

L LY
Serlalf Contrpl Sys tem as a 'serial', However 1f the OEp—

arat&\volume°i\?e 1dent3f1ed by 1nd1v1dual +1tles, each tltlL
é : . w111 be searqﬁ%d through the system after the invoice number,. e
. the cost,and the date of, invoice apprqval have been entered.

- ’ &

on the paremt contihuation reiggg. _— u . L

e
i
.

I
-

- " If the tifle‘is in the data baée, the record will be .

Wassiaiy

o . displayed on the TPS screen. Then 1f necessary, the oper-

T - . X . .
i - ator.will edit the data to-agree with the item received and
= - v 2

enter orfly the,additioﬁal information required by the local

] . o

- =
g . . . . . I e "
E - S

. library. If the title is not in the system, the operater

< . L
. s . : B ) a ”n
R b . will enter-the minimum data required to identify the item ‘
3 . N - .
i ..
. * \ .accurately -and adequately and send each field that is alsered

2

- H -
or addéd;;;EEBETE and SEND will add the record to the 1Es

. file.” No purchase order will be produced: ? The' cost should

-

; not be gntered sihce it will be included on_the parent record.
2




> < , B " b - P .. PN - i
- ' . F 2 L -0 M
. * ’ . * , /\ - ..
\ . . oot . ! : R - ) -
. kS b A > M > . < . rl .
- - N -
R . A A » - '
. - ‘. -
¥ - 1 4 . .y
e ’ I N - .

[N . . o a .

- . \ﬁ ’ -~

T ﬁStandin.{ Crders; _9n Kppr*oval Orders & Blanket’Orders *
. R T R ] a0 - , RS A

- . \ - - ‘f ~ X, i R e’ . M 1 ¥

y - 0 When enterlng standlng, on appngval, and H’anket orders, l

r . / 3
LY v <
no prellmlna%y search of the data base is necessary. The v

v

e

&

o ‘ operator will rpopest‘a workform, 1ndlcate the\§ype of ac< ot
: T~ e !

' o T . 191t10n, input the)vendor godn and the-nam° of the order

L TS . . -

P K .- ‘ plan ln fJo]d, 1 and 2 §especttvely and f111 in the othep, .

., beginniny with ficld 10 on the TPS screen.

( y o ~ appr opm ate fiel T
: N A
. 9 r ) n Nfter Cach flcld has bcr‘n Hent U(‘DA'I"!I and SEND wi 1%1 '
. ~ ty c e . = . ‘ ” < i 3
- . : add The re‘orj Lo thc TPS file. ‘;> _ - e

. ’ ~

s

i b +
u )'; . . When mato“galq ayc re0013¥dthr0ugh any of, these pLana,
N - Al . ¥ . ~~

\ .
b . . cach %1t1e w111\§ oearchtd‘vfa the CRT and otber!flles to . ‘31\

-\ ﬁirr ST "asqgrtaln 1) lf the thle ls,alred y.in the llbrary, 2) if ,} ’

ﬁfé; o .'thé title” 15?1n~process or Qp-orde;, or 3) if thg title is '

iin the'system. ‘Dupbiq;;esxredeivgd as part of &n gp\approval
. ( shipmenf ﬁéy be set aside'fdr a decision to kéep or rethrn

. oo Ve ,."’ :

( © If a tftle¢is in the system, the data wiil be displaved
Q . i

on the‘TPS’g;reen. If necessary fhe 5berat9r will edit the

#

‘data to agrge with the item rpcplved, enter the additional

’ - A ! )
: . data required by the jocal’ llbrary, anu %end each field thdt

f—

-

‘ o is éltered or qﬂ@ed: then depres+ %EDATE,anu nLND. No pur=- b,
. N‘) t ( -~c§“sv order u;i 11 be .L)I‘Ovdl\‘(:t‘.l. Tlee x'g;:.l should not be nnl(-ag:(;l ;,‘ - 5
) '5" sxnsc it will be included on ?ﬁllpx:(;} record. 7 ‘ - Low
. £f thc t

le is not in the system, qhe ppbrator will

enter th? agpum data PQQUIPOd by the;ld’&l library N
. .
—~ d 7 ]
‘ (" S § . ' M h




- ’ "he parent order record will be retrievable by the
\ .

s vendor code or the purchase order number. Waen shipment

‘ ‘ "is received, depending on the™egal library practice, the’
b ’ N .
- -

- . . total amount of the invoice minus the ccs3t of those items
to be returned will be entered and the invoice approved ' .

for payment, or Fhe‘cdrrent'date will be entered in' field

; 21, t:, to indicate that “he invoice 'is being held and the )

»

.

invoice will be set asidé until the vendor issues o cpreiit

.

for the items returned. ) / .
- ¥

A}

\ ) \ S T

l“-

. ' C GIFTS

.3 - '

& ¢ . L .

! . The same procedures described under unitary procurc- -
. . » A

ment and under subscriptiong and centinuvations will apply ] ) -

4 I _.. S

. "_ . for gifts, depending upon the naturé of the glft. Since

-

I

no purchase order is required for tpift! écquisitignq, i

- "\‘ . - *

| : UPDATE will always by used ‘instead of PRODUCE to add the +
N . - ) rd . Q ‘e ; \

‘ ' record to the TPS file. . r T

e
e
S——
-
[
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-— to TPS
. file 1
\ ' ~
*" End .
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PURCHASE ORDER FORM

—

A quadrup}e-copy printed ordér form, similar to the

exampke in Figure 4, will be produced automatically by the

»;

computer. Two cbpies of the form will be mailed by the ‘

Center direqtly'to,fhe vendor. Instructions will bg print-

/ oy
ed» on the litck of one copy (Fipure 5) dnd the other, is in--

tended to be returned with the order.  The remaining copies
\,

\

will be sent o the library originating the order, to Le

,used as needed.

~—

¥
T

»

P, W, | Fund «~Date Vendor ISBN

"y -
VXN‘.’- JTEY NOT SQUPPLIZD OR KEPORTED WITHIN “DAY3S WILL BE CAMCELLED

\ % ’ . . . SEND ONE
cqryY
. UNLESS~

OTHERWISE
INDICATED

-

Verdor kame § Address:

T Tibrary, Name ® Addrezszv\ - /(rﬂ! o

\

L

SEYOINATHUGCTIONS ON REVLR‘H'.\:

FIGURE 4 Purchase Order Form

-

. -
E




> INSTRUCTICNS 73 VENDOR

. )
GENCZRAL 1. Peturn report slip with material or Jse aJE&)veport if
- Jjtem cangpt te seni or del:very will be deldyed.

’ a ] ] 3
. Send latest edition unless otherwise indicated.

. Report before seniing if i%em is pigt of a series unless
SERIES is indicated.

Report prize before supzlying itezs over $30.00 if
order dses not give price.

. bd /4
INVSICING 5. Exempt from Chio sales tax, Rev. Coze of Jhio Sec. 5739.02
and frcm all federal taxes.

. Submit invoice in triplicat~. Bill sogether only identical
FUND nunber3. Bill in U.S. cunrency or state exchange race.

p B .
. Purchace order number Must 1ppoir 0 all invoices and
corpens; aadenes. » 4

SHTPIMES . “hip b7 cheapest mrans pricrical unl 7% item {s rarked RUSH.

D . * N .‘
L Adlires shipmeRt, Corpg pohinf inoolees, etra, .to the
1ibrary 2 S o on feont, unless anot addreas i indicated

/‘ under “iil to:®

-

\\ PIGURE\iJ Tnstructions on Verso of O;der Form
v . ]

: . 4

3

CLATM NOTIEE

.

. Clajm notices will be pfoduced automatically by the

i\ggﬁguter according to pre-determined claim cycles. "OCLC

will establlish a claim cycle for each vendor, depending ia
- .- ' E . ‘ [} .
part upon the geographicllocationfgf the vendor. EXch Mem- °

ber library will decide on, the number of claims to be sent -~

+ . .

for that library. It will also be possible 1o initiate
claims mannally; as well as to suppress the automatic alajm
function. To initiate a ckaii manuilly, the date will,be

. ', ) ) . -
typed in field 20 on the TPS scruen, then PROPUCE and SEiD.

.
-

To syppress an hutomatic claim, 'ne' will be typed in field
, P s

. 20, then UPDATE and SEND.

N v

A

* Cclaim will be sent for items ordered bu&knbt received

ERI

PAFullToxt Provided by ERIC
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i'

FE A

3
U

within the specifiad period of time, and also for overdue

invoices for items already received. Illustrations .of the

claim notice and the vendor reply for? to be printed;iie:ij/f
9

.

back of the claim notice .are shown in Figures 6 and

the following pages.

REQUESTER NOTICE ' ’ ) s

I ’ .

Requester notices will be sent regularly to .the libra:-

. ’ . ST N

ies that desire them, for distribution to the requesters.
Each title, for which the requestei has asked to be notifieg i,
will be,listed qn the notice, along with the processing sta-

tus of each title. The notice will be patterned after the:

:ofg:;%ed'ét Yale University Library that is shown in Figure

kz:jn page 34. . S

PUNCHED CARDS ;
s . ) L

' '
: When an invoice is appfoved for payment via the termi-
nal, the éomputer will produce punched cards for those in=
Qtitu%ions with automated purchasihg departments.. Tbeféards
will bc‘Fent directly from OCLC to the purchasing dcpartﬁéht

of the inslitution concerned, thus climinating the need to

sent the invoices for manual keypunching.

-
-

th

i
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< A L. .
FINANCIAL REPORTS - N (-

The following reports will be computer-produced on a,
® . L ‘regular basis for each library.
7 1. fund Commitment Register.
2. Fund Commitment Register éum@ary
3. é mmary by Institution Account - C e
) "4. Report of Exhausted or Overcomm;tted Funds l
- 5. In&éice Transactiqn,Journal . . . J

‘ «

A Yoreign Ccnversion Table wi?l‘autématically convert

- . . \ L. . .
foreign monies té U.S. dollars. Periodically the table will

r

be updated to bring it into accord with current exchange-.k
Y |

~— * £

rates.

‘ I - B s a -

‘Accerding to its option, a library will receive any or
: ?

all of the Bisted reports, that are briefly described-below.

The Fund Comﬁitment Resister will l;yt detailed trans-

actidhs tallied afainst each fund duringfthe period covered

-

by thd report. The format of the print-out is illustrated

o i

in Figure 9, page 37.

The Fund Commitment” Register Summary wiilashow only the

1

rm

-~

summarized trqnsacfionsby}¥und. This summary will be dis-
played on tie CRT screen in j‘esbonse to keying in the fund . i

. \ . -
number plus DISPLAY REC'D a@H‘SEND. The scfeen diuplay is

illustrated in Figure 11. The print-oht will assume the

B

format shown in Figure 10, page 38.




-36-

» . L
R . ~

| The Summary by Institution Account will be similar to

the Fund Commitment Register Summary but will be by account
-

| . rather than “und. The screen display will be retr.zved in
4

responsgﬁto the account number, DISPLAY REC'D and SEND.

The Report of Exhausted or Overcommitted Funds will list

’y

B . each fund that is more tﬁan‘80% cemmitted with‘the amount ~
allocdtgd and the amount committed to date. In addition to
J ) the ;:%§teg report, the system will displcy a warning on the
| screen wher ai operator keys in a fund designatjon fer .in or-

der that wil! overcommit that fund. ~If a library so desires,

:
-

the system will reject any order assigned to a fund that is . -

»

- =

- 7‘\ \j 1 ‘
- B (‘\\fyily committed.

-

A The Invoice Transaction Journal will lisb\%Bnder the

»

appropriate account and fund numberc, and arranged by vcndof;

each invo&ge number, the date paid, and the amount paid. S«e

- t.! »
. \_——E\\\\\E?ggre 125 page 40, fcr an example of the print-out format.¥

B
Y 3

: INPUTING ALLOCATIONS ’ o v :

To enter new allocations at thg beginning of the fiscal .

A - -
yﬂnr,‘:ho operator will request ah allocation ®gam ('af')
- ~ -
-

and type in the period covered Ly the' allocationthe aceouit

. . ) n\pper, and the fund number, followed by the” amount atlocated. ) -
. ) ! h e -

UPDATE and SEND wilﬂgkommuﬁﬁcate this data to the svystein.
» : 3

The scregn‘diéﬁlay for this transaétion is shown in Figure

-~ ™ . T

! . 13, page ul. : . » o

=
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FUND;ALLOCATION

Period covered: P 1 |

Account number gD 2

* Fund designation: D 3 - ( )

Allocation: D u

L

.

FIGURE 13 Screen Display for Inputing Allocations

L3
- " .




+ SUBSEQUENT PRCDUC15

~

a )
The follewing products will not be available at the

time the Technical Pr@éeésing Systeﬁ is implemented but ~
i Id

‘will be added as soon as possible following: jmplementation.
The first group listed will be issued ‘'regularly to those

’iibrafies that request them. The.second group will be pro-

9

duced upon demand from the syétem. .

Grohp I:

"Delayed Processing Reports will be addressed to the

14

supervisors of the various departments to which 'they apply. -

.

A maximum time peri:?,wfll be established for a.t§tle to

. . * - .
remain in-a given prodessing area before the computer pro-

duczs a-report that completion of the processing for that

. . . - . -
particular item is overdue. :

-

<

List of Books Ready for Requesters will 'be issued to

the circulation departments periodically. "The requester

listed will be ,those who asked for a particular title after

another person had already requested it. The first reques-

ter's original request will be with the item when it goew

to the circulation department. Circulation will u.c the
y

=
list of names as a reserve list for subsequent lending of

-

the materials.
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RECOMMENDED STANDARDS FOR THE CAﬁALOGING OF SERIALS - . May 1972
: /
’ P Accompanylng each field 1s/the'€omm1ttee 's recommendation for
the ppllcatlon of that field in the OCLC Serials Control System.
o Defghitions of the terms used re as, follows: ,
? ‘ - .
§Q) . Mandatory 1e1d or subfield should always be in-
. ) : . ‘put, if aEEllcable to the work being
! cataloged, whether or not \LC copy or
: . some other similar source of informa-
tion is available. \
_é?: : Required if available Field or subfield should be ‘input, if
i R . available from LC ¢opy or some other
simllar source of information. If
such a source is not available, input
is optional. P
Optional Field or subfield may be input at the
] discretion of the individual 1library.
Omit Field or subfield should not be input.
Unless there is a recommendation to the contrary, 1t.1s assumed
. that, ;f a field is used, the relevant subfields defined for that
: field in Serials - A HARC Format are required. ‘ . -
é Field Name of Data Element ﬁgcommeﬁdations & Comments
; ,: ‘Fixed Fields . -
:: 008 E . s *
L #1 Date entered on file - * Will be supplied auto- ' '
i matically.
#2 Publication status | Will default to 'é', other-
¢ - current . wise must be input expli-
. d - dead ‘ . ecitly. Recommend adding
- u - unknown status 's' for suspended.
#3 Beﬁinning year of publication .Will be entered in field o
: . 362 and automatically trans- ~_
§ ‘ : ’ , ferred to fixed field.
. é .y Ending.year of publication Same as above.

'#5" Country of publiéation code Omit. -

#6 Frequency . ' Mandatory. - ’




/\ .
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.+ RECOMMENDED STANDARDS . . May 1972
Field Name of Data Ejembknt Recommendations & Comments
0034
#7 Regularity Mandatory.
r - regu.iar
n - normalized irregular
X - completely irregular
% #9 Type of serlél designator Mandatory.
. B - nohe listed below g
i 3 P - periodical
§ m - monographic series
’ n - newspaper o
§ #10, Physical medium designator Required if available.
§11 Form of reprqduction’ Omit in Catalog record.
¥ - not a reproduction Enter in local Check-in
a - microfilm record. . : i
b - mlcroflche : -
c - mlcroopaqqe
d - large-print , !
#12 - Form of content Omit. -
#13 Government publication ‘Required if available.
- designatop
#14 .
#1ly Conference publication Omit
designator
#15 Title page availability Required if available.
#16 Index availébility Required if available.
' :
.§ #17 Cummulative index availability , Omit.
: #19 Title as it appears on the ~ Omit -
: 1 piece de51gnator . o
? #20 Language code Mandatory. Will defdult
= AN -
: . . \ to English..
- ! )
_ #21 Modified record designator Mandatory,
| B - record not modified ~
: : X - podified because of non-
# roman characters etc.
d - modified because ‘of
dashed~-on entry
s ~ shortened record .
#22 Cataloging source code Automatic..

.

b




RECOMMENDED STANDARDS

Field Name of Data .Element

Variaple Fields

010" LC card number

National biblioLé}phic number

Standard serial number
Overseas acquisition number
Coden
Local system number
<
“Cataloging source
- Languages of t&xt if multi-
lingual, or language of text
followed by language of orig-
inal if translation :

Geographic area code

Holding library

LC call number

051 LC copy statement

060 NLM call number

- 061 ,(NLM copy statemgbt

070 NAL call number

071 NAL copy statement

072 - NAL subject category number
080 UDC number .

082 DDC number

See page 8 for explanation of symbols:

/

May 1972

‘ -

Recomﬁéndatiéns § Comments

Required if available and
if LC copy is source of
cataloging.

Omit. |

Omit for the present.
Omit.

Omit.

Omit.

éutomatic.

Mandatoqy.

8 -

Omit.

" Mandatory. Will default to

main }ibrary;

Required if available. In-
put only if it-is clear where

-'$' should be placed.

Omit.

Optibnal. Same qualifica-
tion as for LC call number.

Omit.
Omit «

Omit.

" Omit.

Omit.

Required i available.
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RECOMMENDED STANDARDS

Field

Name of Data Element

086

! 090
! 092

100
110
111
130
200

U.S. Supt. of Doecs.
classification number’

Local LC call number
Loca)l Dewey call number

Main entry - personal name

Main entry - corporate name.

Main entry conference name
Main entry - uniform title

. * '
Title as it appears on .the piece

-

Abbreviated entry

Uniform title

. Full title

Varying forms of title

Former titles'

+

See page 8 for explanation of symbols.

May 1972

.
¥

Recommendations & Comments

Required if availablé.

Optional.

Optional.

Magﬂgtpry. ($e is required)
Mandatory. f
Mandatory. (#g is optional)
Mandétory.

Mandatory if different from
245 or 1lxx + 2u45. Recommend
adding first indicator!
0 - Note; no title added
- entry
1 - Note; title added entry
2 - No note; no title added
entry

Omit for the present. Recon-
sider if list of Standard
Abbreviated Forms becomes

a reality.

Required if available.

‘Mandatory- (#b and #c are

required if available) -

Mandatory. Reéommend addi-
tional option in first indi-

~cator:

0 - Note; no title added
entry :

1 - Note; title added entry

2 - No note; no title added
entry

Mandatory for those serials
entered entirely under the
latest: title. For former
titles with separate record
use 780.
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RECOMMENDED STANDARDS

Field ° Name of Data Element '
250" Editioq statement

260 Imprint

. .
265 Subscription address
300 ° Collation
2
310 Frequency -
¢

320 Current frequency control
° 321 Former frequency . PN
° 330 Publication pattern
°.331 FormerupuElication‘pattern

350 Subscription pricé

362 Dates & volume designations

1

¥ 400 ¢+ Series statement - personal

. name/title (traced)
* 410 Series statement - corporate
name/title (traced)
* 411 Series statement - conference/
title (traced) '
* 4y Series statement - title
(traced) e
4390 Series statement - untraced
or traced differently
500 General notes
506 Limited use note

A

See page 8 for explanation of symbols.

-t H

May 1972

Recommendations § Comments

Mandatory.
.
AY
Mandatory. Date will not be
entered in 260 unless it is
different from date in 362.

Omit. Will be in TPS record.

Required if available. (#b
and #c are required if avail-
able) :

4

-

‘Optional if 008, #7 is 'r',

otherwise mandatory.

Omit.

Required if available.
Required if aVailable.
Required if a;;{lable.

Omit. Will be in TPS record.
Required if available. First
indicator '# prints following

the title; 1 prints as a note.

Required if available. ( %e
is required if available)

Required if available.

2

Required if available. (3g
is- optional)

Required if cvailable.
Mandatory if no other 4xx-
field is used for series.
Optional.-

Omit.

]
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RECO DED S ARDS . ) : May 1972
Field Name of Data_Element Recommendations & Comments
)] .
) 510 fﬁdexing & aBstracting . Optional.
! : ,coverage )
' 515 Note for explanation of .dates, Required if available. .
P volumes, etc. ;
i 520 .. Abstract or annotation note ‘Optional. .
Y i ‘525 Supplement note ' Required- if available.
530 Additional physical forms note -Omit.
’
546 Language note Optional.
547 Former title note (complexity) Mandatory when informatjon
; ) is.too complex for an intel-
. . ligible note to be generated
", . : ) from 247, )
I -— -
; 550° Issuing body note e Required if available.
555 Cumulative indexes Required if available.
570 " Editor note _ Optional.
580 Linking entry notes Optional.
- (complexities)
600 Subiect heading - pe;gbnal name Mandatory. . Ll
610 Subject heading - corporate -~ Mandatory.
name . .
- o
611 Subject heading - conference Mandatory. ($#g is optional)
¢ = - . -
: 630 .Subject heading - uniform title - Mandatory.
; : 650 Subject heading - topical ¥ Mandatory.
; ° 651 = Subject heading - geographic Mandatory.
% : 690 Local subject headings - Optional, .
: ‘ topical ‘ .
' f .
R - .691 Local subject headings - - . Optional. o
o f : geographic . .
: 5"




72 ,  Parent record entry
775f’

RECOMMENDED STANDARDS

Field Name of Data Element

700 Added entry - personal name
.710 Added entry - corporate name
711 Added entry - conference

730 Added entry - unifg{m title
760 Main entry series

762 Subsevies entry

765 Original language entrly

767 - Translation entry

770 Supblement/special issue entry

*

Other editions available entry

776k Otheér ﬁhysjcairforms available

777 . 'Issued‘with'!entry

750 Preceding entfy(s)

78§ Succeedigé entry(s)

787 ' Linkiﬁg entry —*non-specific

800 Series added entry - personal
name .

SiO_ Series added entry = cg}porate
name .

811 Series added éhtry - conference

840 Series-added entry - title

850 Holdings

> May 1972

Recommendations & Comments
— 3

"Required if available. (te
is required if available)

Required if available.‘

Required i€ available. ( #g
is optional}

Required if available.

Mandatory. , Print constant
should be 'subseries of!. .

Optional.

ﬁequired if available,
Optional. -
Obg}o;al.
Optional.
Optional :{‘
Optional.™
Mandatopy.‘
Mandatory . .
Mandatoryf

Optional.

Optional. (%e is required if
available)

Optional.

»

Optional. ($g if optional)
Optional,

Omit. Recorded elsewhere.

. —
e °> ,
4 ~—

+
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\ RECOMMENDED STANDARDS , May 1972
v Below is- an\éxplanatlon of the symbols “that appear in the
left mapgln on -preceding pagas 3, U, aﬂd 5. .
‘ \
* An added entry trac1ng and heading may be generated byg
B an indicator in this field.
\ - P ™~
° Data in thls field w1J1 not be printed. -
! Data in this field w1ll be used for on-line “econg re-
| ‘ trieval, although the capablllty may not be available
AN 4@ o : ., at the time the system is implemented. . o °
, x
- . . The data elements 1n the flxed fields w1ll not pr;nt the
- elements in 008 will dlsplay
| . .
\
| ; If no symbol appears before a yariable fjeld tag, ¥t is a
| printing field, but will not be used for record retrieval or
| . . to generate an added entry tracing and headlng (except 6xx, 7xx
| ; 7 and 8xx which are added\éntry fields). . ¥ .
| Flelds to be omltted from the record have rot been otherwise
g marked. .
* *
1
- ! .
i
t X hd 7
¥
H *
$ S - \/f -
i » ’ -
| S
' -
i
i - Y -

o
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. ;' STANDARDS FOR INPUT CATALOGING - - L
At .the’ 17°May Membership m seting J:h; Representatives
e mmslyadoyted the following Standards for Input Catalog-! o

' mg These Standarés weTe fcmﬂ&aed by the Advmorv Committee
.- onCataloging in a series of meeﬁngs held between DéCamber

1971 ‘and P@l‘ll 1972 . ‘

j} © " This- series of meetings was ‘held to discuss methodg by Whidl
| . the qua}ﬁy of input catalogingcould be improved while maintain-

ey gty e gy e

A
ﬂwmmw‘ua '
-

’l

A P O ST Y i i i
-
* -
v 1
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e S Py

ing input costs at the lowest péééiﬁiiéilg\(el. The C@:fittee
memvers attempted to reach agreement as to the minimum ;cc‘eptable' \
content of an mput record.* The goai toward which it worked.was
, ¢« ¢ ~_. é&n increase in_ the carpats b111ty of records input by different ~
A hbr"nes:a that’ rﬁc?rds input hy one can. be used by others w1t‘.h

am& . ..mtdfdtedungandchahgmg

1
2 . -

The Auideline directmg the dlsmssmn was agreement that LC

A
o

practice should he'fellcwed in so far as that ) practlce can be

b ' detesmined by a local 11brary following 1ts own pohc:.es as to
. ver1f1cat'10n It was recogmzed that 11bra;‘1es zecewmg proof
E . A . J A ~

e

ST sk -
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|

|
!

J

|

|

[
! -
A

slips and the National Union Catalog are in a better position . _‘ .
-to ascertain Library of Congress practice than are libraries o :
laclﬂ'g such bibliographic resources. ’
When Library of Congress practme cammot be detennmed the
Anglo-ﬁmencan Catalogmg ules (AACR) should be followed.
Staff members frarr the following 11brar1es wor%d on the,

, ,{ reparation of these Standatds: Antioch College, Bowling Green
T : ,S_tatg, University, Case Westfm Reserve Umversn}; Cleveland

NPT AT, 5 R i o o 1

: State Univeréity, The College of Wooster, Heidelbery College, ) - P

g

‘"¢« Hiram College, Kent State University, Miami University, Oberlin

oo il
1

College, Ohio State University, Oluo Umvers1ty, Ohio Wesleyan X

C == Umversny, University &\Clmmmu, Umvers:ty of Todedo, Walsh® . X

College, and Wright State Universny. - ,
This Introduction does- not form part of the Standards adopted . .

" by the Répresentatives. .

s

\ . : \ 1t
® i
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DEFINITIONS ~ , * _ X

The Camittee's recamendation is attached to each field or sub-
field discussed in the following pages. - Definitions of the temms

used are as follows:

Mandatory - Field or subfield should always be
. input, if applicable to the work
being cataloged, whether or not LC
copy or some other similar source
of information is available.

Required if available . Field or subfield should be 1nput
. ~if available from LC copy or.same
other similar source of information.
_ If such a sdurce is not available,
input is optlonal

Optional Field or subf1e1d may be- 1nput at
B - the discretion of the individual
Ege * library. . )

Omit . : Field or subfleld should not be
~ ' input.” 4

A tabular summary of the Standards ai)pears -on pages 18-28 where
recarmen‘dations are given on both the field and subfield level.
Sométivnes a field may be listed as 'Optional’ while some of its sub-
fields are 'Mandatory'. This means that a liprary is free to~
choose whether or not it wants to inpl:lt that field but that once having
chosen to do so, it should input those subfields if they are applicable.
FIXED FIELDS e '

The following elénents are now displayed in the Fixed Field area of
the teminal screen:

OCLC control number

Cataloging source




t‘.‘a..

Type of record, e.g.,' Printed languzge méterial’, Printed score

etc. ., )

Intellectual level, 7 ., Non-Juvenile or“Juvenile.
e.g. ,' Monograph or, Serial.
b\ ' Fom of repro_ducti } €.8., Not a reproduction, Microfilms, etc.

\ Language, e.g., églish, French, Latin, etc. .
- < Intemati;)nalfﬁ/tandard Book Number (ISBN) Omit

Bibliographic level,

/

£
- LC card number Required if available

 Se— e e

The first two elements are 'automaticéliy provided by the system.
Defaults, which may be overridden by a terminal u-sér, are provided for o g
. the next five elements. The example given first-and underlined for . '
each of “the§é five elements in the above list is the default for that

element. -

‘Y

\ The Cammittee decided that, for the present, until moré knowledge
) \‘\ is availabie as to the am0untA of use that will be made of the ISEN, the
\\\ h ISBN should be omitted in input catalloging. _ - "
\ Need was expressed for more detailed language information than is. +]

available in the Fixed Field area which can accept only one lan:gﬁage

code: (See 041 Field on“bottom of p. 4) '

041 or Language Field . Mandatory

\

;’ VARIABLE LENGTH FIELDS

|

l

\ This field is Mandatory if the work is multilingual or is a transla- j

tion. ‘S-ince the 041 is not a printing field, any language information

which should be printed would h;ve to be repeated in a note (500 field). l

¥

The use of the 041 field will: be described in a future issue of the ‘ .

Newsletter.




049 or Local Holdings Field , Mandatory
This field is not yet fully operational and has not been fully
defined. The indicators are not yet operatiorial. HoXding library
;‘,ymbols and stamps required for the work being cat'aloged are Mandatory.
050 or LC Ca‘ll’ Number Field K Required if available

It was recommended that LC libraries ‘.’u?xt LC call numbers witholt
verification when such numbers are availablé from the bibliographi.c
source being used to provide the input data. Since Dewey libraries
would have difficulty delimiting the book number in LC call numbers,
such libraries are asked to input the 050 field only when they are «
certain that the call nunbers is so simple as to offer no problem. .

Call numbers with more .than one cutter number are diffiCutt/and should

-~

A3

not be inpiﬂvay Dewey libraries.

The firSt indicator in this field shows whether- or not the Library
of Congress has this work. I;f LC copy' is ];eing used as the source of
the cataloging data, t.hé assumption is that the work is in IC unless
the copy is the result of the shared cataloging program.. This indsicétor

is required if available.

060 or NIM Call Number Field Optional
NIM éall numbers should be input for the use of the Chio medical

libraries which are considering joining OCLC. This tfield should be

input, however, only if the,i;iputing library is confident it knows how

to delimit the class number from the book number.

070 or NAL Call Number Field ‘ Omit




082 or Dewey Class Number Field Required if available

this field offers no delimiting problems since it consists of an
'a' subfield only.
/ 086 or Superintendent of Documents Class Number )
~ T Required if available  (

" Since the 086 is not a printing field, libx:aries that wish the

* SuDocs number to be printed on their catalog cards should repeat it in

] a note (500 field). >

" 100 or Personal Name Main Entry Figld - Mandatory

-

All subfields defined by the MARC Development Office thru the 4th
edition of Books: A MARC Format are Mandatory except that the 'e' or

7'Re1ator' subfield is.Requiregl if available rather thanh Mandatory.
- ‘ - Subfields first defined in the S5th edition are Optiqpal.' (Séé”"pﬁ"w ff) i
’ LC practice should be foilowed if EC copy is available at the time
of input. If LC copy for f:};e work is not available, the inputing
library should verify the author and use the latest LC form o} name.
It was emphasized that LC prac\tice should be followed éven if, for
example, the inputing library knows information such as a birth date
or full f’orename when the Library of Congress had omitted the date or
used only initials. Death dates tcan be freely inserted if lthe birth
date is present. OCLC will try to work out a procedure by which
information not used by LC can be input while at thé same time making

it clear which information emanates from LC and which does not.

11(5 or cCorporate Name Main Entry Field Mardatory

The 'a', 'b', 'k', and 't' subfields are Ma?iatory. The 'e' or

'Relator’' subfield is ilequired if available.

‘ . (

e




The additional subfields first defined in the 5th, edition of

Books: A MARC Fommat are Optional except for the 'u' or 'Nomprinting'
subfield which should be Omitted.

; . ,
111 or Meeting Name Main Entry Field Mandatory
A1l subfields are Mandatory except for the 'g' or 'Miscellaneous .

information' subfield which is Optional as are the additional sub-
fields first defined in thé 5th edition.
130 or Unifomm Tig)e'Main Entry Field ’ ‘Mahdatory

FY

The 'a' and (t' subfields are Mandatory as is the 'k' or 'Form

subheading' subfield first defined in the 5th edition. The other sub-

fields first defined in the 5th edition are Optional.

240 or Uniform Title Field ‘ Required T available

Libraries that wish to do so are free to search to establish a
wiform title not immediately avéilable. If the uniform title being
innut is available somewhere on I;rinted LC copy being used as a -
source; the first'indi’cator should be set tom'ulai . Otherwise, the
first indicator should be set to '0’. )

The second indicator in the 240, 241, 245, 440, 4nd 840 fields is
provided by MARC but not used by OCLC. When doing input -ataloging,
OCLC Members should leave this indicator position blank.

241 or Romanized Title Field Optional

245 or Title Field - Mandatory

‘a' or 'Short Title' Subfield Mandatory

'b' or 'Remainder of Title' Subfield Mandatory

'c' or 'Remainder of Title-Page' Subfield . Mandatory




< 8
- -/

The libraries represented at the 9 May meeting of Catalog Depart-

ment staffs requested that all subfields of the 245 field be Mandatory.

The only negative vote was cast by Wright State which preferred that
the 'b' and 'c' subfields be Required if available’ rather than
Mandatory. .
Deteymination: as .to whether the first indicator should be set to
'0" (tigle not traced) or 'l' (title traced) should be made by the
 inputing library according to its owry practice if it ig doing original
cataloging. Otherwise, the practice used on the LC soﬁrce document

should be followed.

" 250 or Edition Field ' - . - Mandatory
'a' or 'Edition Statement' Subfield . Mandatory

'b' or 'Addétional-information' Subfield Required if available

260 or Imprint_ Field . ) Mandatory
The Comittee discussed the question of which date, copyright or
pi‘inting, should be input in the 'c' subfield. If the record being
input is based on LC copy, that-COpy should,Be followed. If original
cataloging is being input, the practices of the.‘*inputingalibrar\y
should be followed. Every attempt should be made to make it clear
which date is being used through such means as a 'c' before a copy-

right date or a note showing the printing history of the work.

200 or Collation Field Mandatory
, 'a' or 'Paging' Subfield Mandatory.

‘The Cammittee reccmmended that preliminary paging as well as the

main group of pages should be shown in this subfield. It was also

.~




¥ .

recammended that the British policy of including plates in the “a’
subfield should be followed as LC is thinking of adopting this

-
P

practice.
.

'b' or 'Illustration' Subfield . Required if available

'c' or 'Height' Subfield . Required if available

350 or Bibliographic Price Field . Omit

400 or Personal Name Series Note (Traced) Required if available

If the 400 field is used, all subfields defined thru the 4th

]
edition of Books: A MARC Format are Mandatory except for the 'e' sub-
J
field which is Required if a\;ailable. Subfields first defined in the

Sth edition are Optional.

410 or Corporate Name Series Note (Traced) Required if available

If the 410 field is used, all gnbfields ére Mandatory with the
following exceptions: the 'e' sub;ield' is Reéuired if a\;ailable and
ields first defined in the S5th edition are.Otpiorial except
field which is to be Omitted:

411 or Conference Name Series Note (Traced)  Required if available

440 or Title Seri Required if available

If the 440 field is useé?\all subfields are Mandatory.
The 400, 410, 411, aqd 440 fields serve two purposes: to provide
a series note and to generate automatically a series tracing. A

series note must be provided if the work being cataloged belongs to a

f, !
*t
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series. If the series tracing i®not desired, a 450 field should
be input in place of a 400, 410, 411, or 440 field. The series
tracing need be input‘only if it is av;ii\lable on’ the LC cataloging

source cop);, or, in original cataloging, if the inputing library

1Y

wishes to use it. N

490 or Series Untraced or Traced Differently ‘F\%eld M.;mdatogx
If the work being cataloged is in a series \and no 400, 410, 411,
or 440 field is provided, a 490 field is Mandatory. :_
All information in this field is in the 'a’ subfielfl and no
distinéti;n is made for volume information as a 490 field is not

used as a heading.- (But see the 8xx fields on p. 16 § 17)

The. sole purpose of the first indicator in this field is to alert

one to the existence of a related 8xx field. If the inputing library

‘does not wish,: to trace the series in a related 8xx field, even if the
Library of Congress does so,h the first indicator should be set to*
'0'. Other libraries that subsequently use the record _will ‘have the
option of inputing any 8xx fields that they de51re

500 or General Note Field - Optional

The inputing library may input as many notes as it needs.
501 or 'Bound with' Note Field . . Omit

This field upplies only to the holdmgs of the L1brary of Congress.

'Bound with' notes that apply to a local inputing library should be
tagged 590. OCLC is discussing with the Library of Congress the

possibility df'using an indicator to differentiate a 'Bound with' note

fram a 'With, as issued,' note since the latter wou;ci apply to all

- JE— am— [P—" ] — o ] m




copies of a work while the former would not. ‘At present, all 'With,

as ¢jssued,’ notes should be-tagged 500,

502 -or Dissertation Note Field ) Optional

.3

503 or Bibliographic History Note Field Omit

Any infonn.at-ion that might have gone into this field shouid be

put in a 500 field. B ' |

504 or Bibliography Note Field _ Required if available

505 or Contents Note Field ) Optional

r

Members, when doing original cataloging, should be free to follow
their own policy about inputing content§ notés. If following LC
cataloging copy, Members are asked to input such notes umless the
notes are very 1or}g. If -LC lacks some volumes which the inputing
libr?u'y paséesses, the inputing slibrary is asked to enter its
volumes. ) |

It must be emphasized that the ‘Contents note prints only when
the first indicator is set at either zero (Full Contents) or '2'
(Partial Contents). These two indicator states show that the Library’
of Cc-mgress has; the camplete work_although it may have decided to,
list only Partial Contents (indicator '2'). If the Library <;f h
.Congr?ss has an\\ incamplete set at the time of cataloging, the
indicator is se£ at 'l and‘t.he Incomplete Contents Note is not

printed by OCLC on the assumption that the exact volumes held by LC

are not necessarily held by other libraries.

520 or Abstract or Annotation Field Required if available

'I\"his field is provided only for juvenile works.

iy

L ) o 10
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590 or Local Note Field Optional

This field is to be used by the inbUting library for notes that
apply to its copy of the work only. Local 'Bound with' notes that
are unique to the copy held byath; inputing library ;re iﬁpug in tﬁis
field. 590 fields do hot become part of the Catalog Record File and
do not display on the ferminal screen. Binding notes that ;éply to
all cépies of a work should be_tagged 500.

600 or Personal Name Subject Field Mandatory

All subfields defined thru the 4th edition of Books: A MARC

Format are Mandatory except the 'e' subfield which is Required if
available. See the relevant portion under Field iOO for a &iscussion
of thep’d' or 'date' subfield.

The second indicatof should be prdvided as follows:

'0' should be used if the heading has been verified as an
authorized EC heading.

'1' should be used if the work being_cataloged is a juvenile and
the heading is an Annotated Card Program heading.

'2' should be used if LC copy is being followed and it contains
an NIM subject heading. Members‘are being asked to provide medical
headings for the use of medical libraries that are considering join-
ing OCLC. \ ;i?

'3' should not be used as we Lave no members interested in
National Agricultural Library sﬁbject headings. If such headings

are founi on LC printed copy being used as a cataloging source, they
: -

may be aﬂitted. .

N Ae——
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S
g - . '4' should be used as follows: a) if the heading in question is

thought to be an LC heading but.the inputing library has made no

attempt to verify that it actually is\b) if the inputing library

has tried but been unable to verify the ding; and c¢) for 1C-1like
subject headings that are not synonyms for isfing/;c subject head-

ings. The cross-references in the lrist of Subject Heading§,..vshould

be checked to establish synonymy. If such proposed headings'conflict
}/ with established LC headings or cross-references to such headings, ’

they must be put in a 69x field. If in doubt, put in 690 or 691.

it

The Committee recommended that an option be set up by which each

library could decide whethgr or not it wanted headings with indicators

-y

e C : '1', '2', or '4', to print on its catalog}cards along with headings

with indicator '0'. Even if a library chose not to get headings with
- k)

indicator '4' it would be able to get such héadings when it is the

*Cataloging Source for the record.
»

610 or Corporate Name Subject Field Mandatory

The discussion about indicators in the 600 field applies to the

610 field as well &

5

i All the subfields defined thru-the 4th edition of Books: A MARC
Format are Mandatéry except wle 'é' or 'Relator' subfield Qﬁiéh is s
Requi;ed if available. The additional subfields first described inﬁ
‘\ i » the 5th edition are Optional except for the 'u' or 'nonprinting'
subfield which is to be Omitted. '

=] E
. : 611 or Meeting Name Subject Field Mandatory

The discussion about indicators ir the 600 field applies to the

611 field as well.

| -
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All subfields are Mandatory except for 'the '§T'gr 'Miscellaneous
infqmation' subfield and the subfields_ first-defined in the 5th ]

edition, all of which are Optional.

» 1

630 or Uniformm Title Subj&ct Field Mandatory /.f’

The discussion about indicators in the 600 field applies to the

630 field as well.

. \e .
The subfield ¢odes defined thru the 4th edition are Mandatory as

is the 'k' or 'Form subheading’ subfield defined in the 5th edition.

All other subfields first defined in the 5th editicn are to be Optional.

650 or Topiczfl Subject Field Mandatory
: The discussion about indicators in the 600 field-.applies to the
650 field as well.. | ’ i
All subfields are Mandat'bry. :
Standard scientific nomenclature should be input in this field,
The indicatof should be set to '0' even if speci'fiC‘LC authority is

lacking since the List of Subject Headings... doesf not. contain &ll

such terms -used in the catalogs of the Library of Congress.

651 or Geographic N-me Subject Field . A Mandatorv
The discyssion about indiéators in the 600 field\"ap_plies to the
651 field as welzl. 7
All subfields aregl\zfléndatory. The 'b' subfield is used for ‘names
of neighborhoods or other non-governmental subc.livisioxgs of a geogrz}phic
ent:ity‘. One &xample would be 'Chicago. Kemwouu' where ';Cixicago' would
go in the 'a' subfield and ‘Kenwc@' would be in the 'b' subfield. .

A\ -
N -
[} |

j \\‘ T -
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" '690 or Local SubJect Field (Top1cal) Optional :
' / i All non-LC- 11ke topical subgect headmgs that an mputmg library
Wishes to use must be put in a. 690 f1eld This field is not part of
N : the (,atalog Record File and is not chsplayed on the tennm‘l screen.
S 691 or Local SubJect F1e1d (Geegia&)_ ) '~ - Optional

All now like geographlc s..bJect headmgs that an 1nput1ng
- P . J,’lbrary w1shes to use must be input in a 691 field. ~This field is .
: -~ not mart of the Catalog Record F11e and is not d1sp1ayed on the \

P . . »
H . tennmal screen.

: The Camuttee dlsc;ussed the use of the second"ix;dicator in the
' 7xx fields since 1t is often difficult to decide whether an added
: efitry is an alternative or a secondary en’gry";’ It.was'decided that

this Zlistinction ha% ~’valu«e only for a book catalog and that Members

7 B ' may use the' 1nd1cator '0' (Alternative entry) cons1stent1y for all 7xx

3 7 flelds unless the entry is defmltely a.nalytlc when the md].cator A

R would be used. Of course, Menrbers are free tc use the 1nd1cator
if they 50 w1sh , , - -

o

. 700 or Personal Name Added Entry Fleld . Requifed i€ gvailable

If a 700 field is used all subfields defined tiru th\: 4th edition

- - of Books A MARC bonnat are Mandatory except for the 'e! or 'Relator’
subfield whic is Required if avaﬂable The 'a' or 'Nonprinting'
subfield whlch was, originally defmed for th1s field ;s no longer
defined for it and should therefore never be 1nput The additional
subfields first defined A the Sth & edlteon are Optlonal. '

3 ’ - ¥
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5 710 or Corporéte Name Added Entry Field Required if available
All subfle%ds defmed thru the 4th edition ar&ﬂandatory if a 710

' ' . field is used \'I’he exceptmns are the e' pr ‘'Relator’ subfield
7 which Is Requ1r 1f available and thg 'u' or 'Nonprinting' subfield
which is to be Ch\%tted. The a§d1t10nal subfields f1f§t defined in the -
* 5th edition are Ophonal 7
\ 711 or Conference o\r ﬁetmgjame Added Entry Required 1f available
- -3 Al subfiglﬁ:s défmed thru the 4th edition are Mandatory if a 711

field is used. The exceptions are the 'g' or 'Miscellaneous informa-

~ ‘tion' subfield which is Optional and the 'u' or 'Nonmprinting’ subfield

. which is no longer defined aad shduld therzfore never be used.. The"

- additional subfields|first defincd in thé¢ S5th edition are Optional.

* _ 730 or Unifom Title Added Entry ° Required if available

" The subfield cod;: defiped thru the 4th edition are"-Mandatory if
a 730 field is used 1s the 'k" or 'Fomm subheading' subfield _
defined in ‘the 5th ed tion. All othe\ subfi:elds first defined in the
5t!. edition are Optional.

740 or Tiﬁé‘::;:ri-Diff fent-Form Added Entry Required if availe ble 3

The question argse as to what value the second indicator has in a .
740" field. The De\}élopner_xj; Office now believes that the indicator
is redundant in a 7k9 field and was established only to bring about
uniformity among all 7xx fields. OCLC Members are freé to use either

a '0' or a '2' as dascribed on p. 15. -

&

n %xx_Series Added Entties Fields | Optional
If an 8xx field i used, the indicators and subfield codes defined

thru the 4th edi;ion off Bcoks: A MARC Format are Mandatory.

|
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The Committee suggested that as a labor-saving device all series
notes should be put in the form in which the tracing is to be made .
and tagged 400, 410, 411, or 440, thus obviating the need for an 8xx
fielé. The Conmittee is aware that this/practice is contrary to

AACR. Members who do not wish to follow this practice are free to

" centinue using the 490 and appropriate 8xx fields -if they so desire.
. g . X

910 or User '-tion Field _— Optional

This field prints on the bottom line of the card to the left of
: . “
the rodhole and contains a maximum of twenty-two characters. The

" call number on a unit or 'zc' card prints in this area.

Some Members have asked OCLC to print certéin tybes of informa-
tion autama{}cally in this area on some or all cards for all recofds.
When this automatic insertion is programmed, the library in question
has no need to use a 9i0 field. Where the information to be input

varies from record to record according to some pattern that cannot be

-

-programmed, the inputing library provides the ipformation for a

particular record in a 910 field. No indicatoxs or subfield codes are

required.



VARIABLE FIELD TAGS

B
'&b

TAG  NAME INDICATORS ' SUBFIELD CODES RECOMMENDAT IONS

N . .
Bibliographic Control Numbérs ' * e h

' 015 National Bibliography 1wmber ta Omit

025. Overseas acquisitions number %3 ' Omit

041~ Languages First indicator: *a Codes for Mandatory
0 - Multilanguage languages of
1 - Translation text or its
translation
Codes for Mandatory
, languages of
— TN . summaries

Geographic area <ode - 4 . Omit

Holdings 3 Holding . Mandatory
library “

Knowledge numbers

LC call number First indicator: ta LC class Required if available
0 - Book is in LC . number
1 1 - Book is not in LC . #b Book no.- Required if available
L} .
LC copy statement ; Omit
Omit
Omit

NIM call number . #a NIM class Optional
. number
Book no. Optional

NAL call number . $a | Bmit
b Omit

Dewey decimal classification number " #a DOC no.s Required if available
Supt. of Docs. ‘Elassification number $3 SuDocs no. "~ Required if available

Local call number (LC) +a LC class no. Optional
. *b Book number Optional

Local call number (Dewey) $a Dewéy class Optional
number o
#b Book number ‘Optional




—
N

=
H
3
H
*

TAG  NAME

Main Entry

100 . Personal name

- Mandatory

110  Corporate name

- Manda;oty

111  Conference or

’ meeting
- Mandatory

i

INDICATORS |

First indicator:

0 - Forename

1 - Single surname

2 - Multiple surname
3 - Name of family
Second indicator:

0 - m.e. is ‘not subject
1 - m.e. is subject
*
*
*

First indicator:

0 - Surname (inverted)

1 - Place or place
plus name

2 - Neme (direct order)

Second indicator:

0 - m.e: is not subj.

1 - m.e. is subject

* % % » B

First indicator:

0 - Surname (inverted)

1 - Place or place
plus name

2 - Name (direct order)

Second indicator:

0 - m.e. is not subj.

1 - m.e. is subject

*®

*
x

SUBFIELD- CODES RECOMMENDATIONS
+a Name Mandatory
b Numeration Mandatory
$c Titles §& Mandatory
“  other words
associated
with name
+d Date Mandatory
e Relator Required if available
¢k Form sub- Mandatory
heading
$t Title (of Mandatory
work)
%] Language Optional
:f Date (of Optional
work)
#p Part (of Optional
work)
oo @
#a Name Mandatory
b Each subor- Mandatory
dinate unit
$#e Relator Required if available
tk Form sub- Mandzatory
heading
tt Title (of Mandatory
vork)
#u Nonprinting Omit
1 Language » Optional
#p Part (of work) Optional
¥f Date (of work) Optional
#g Miscellaneous - Optional
$+a Name Mandatory
b Number Mandatory
¥c Place Mandatory
#d Date Mandatory
#+e Subordinate Mandatory
unit in name
$g Miscellaneous Optional
¥k Form sub- Mandatory
heading
+t Title (of -Mandatory
work) ‘
#f Publication Optional
date
#]1 Language Optional
#p Part (of wgrk) Optional,

* Subfield first defined in 5th edition of Books: A MARC Fommat. 1972. '




TG NAME

130

240

241

245

250

260

&

Main Entry
Uniform title

Heading
- Mandatory

Supplied Titles

Uniform title
- Required if
available

Romanized title
- Optional

Title Paragraph -

Title
- Mandatory

Edition statement
- Mandatory

Imprint »
- Mandatory

INDICATORS

First indicator:

¥ - Blank

Second indicator:

0 - m.e. is not
subject

1 - m.e. is subject

First indicator:

0 - Not printed on.
LC cards

1 - Printed on LC
cards

Second indicator:

0 to 9 nonfiling

characters

(Omit)

Indicators same as
for 240 field

First indicator:

0 - No title added
entry

1 - Title added entry

Second indicator:

0 to 9 nonfiling

characters

(Omit)

First indicator:

0 - Publisher is not
main entry

1 - Pub. is m.e.

20

* % X % »

% B

» % % %

SUBFIELD CODES

#a Uniform .
title heading

+t Title

#p Part (of work)

#f Date (of work)

+]1 Larguage”

+k Form subheading

+s Version/alt.
to version

g Miscellaneous

#h Media
qualifier

4¢3 Urfiform title
#f Date (of work)-
+k Form subheading
#p Part (of work)
#s Version

43 Romanized
‘title

*a Short title

#b Subtitle

#c Remainder of
title page
transcription

43 Edition
+¢b Additional
information

+3 Place
+b Publisher
#c Date

RECOMMENDATIONS

Mandatory

Mandatory
Optional
Optional
Optional
Mandatory
Optional
Optional
Optional

Mandatory
Optional
Mandatory
Optional
Optional

Optional

Mandatory
Mandatory

“ Mandatory

Mandatory
Required if available

Mandatory
Mandatory §

* Mandatory

% Subfield first defined in 5th edition of Books: A MARC Format, 1972.




NAME

INDICATORS

Physical JDescription

Collation
- Mandatory

Bibliographic price

Series Statement.

note is mandatory.

Such a series note is provided by use cf any 4xx field.

>~

SUBFIELD CODES

*.

#a Pagination
or volumes

#b Illustration
statement

$~ YHeight

%3

RECOMMENDAT IONS

Mandatof&
Required if available

Required if available

Omit

If the work being cataloged is part of a series, a series

If a

tracing for a series added entry in exactly the same form as the series note is desired,
If a tracing for a series added entry
is not de51red or if it.is to be in a fomm d1fferent from that of the series note, a
. 490 field must be used.

a 400, 410, 411, or 440 field should be used

Personal name-
title (traced
same)
- Required if
available

Corporate name-
title (traced
same)
- Required if
available

Conference or
meeting title
(traced same)
- Required if
available

First indicator:
0 - Forename
1 - Single surname
2 - Multiple surname
3 - Name of family
Second indicator:
0+- Author is not
miuz entry
1 - Author.is
main entry

First indicator:

0 - Surname (inverted)

1 - Place or rlace
plus name

2 - Name (direct order)

Second indicator:

0 - Author is not
main entry

1 - Author is main
entry

b

First indicator:

0 - Surname (inverted) ™

1 - Place or place
plus name

2 - Name (direct order)

Second indicator:
0 - Author_is not
main entry
1 - Author is

main entry

+a Name
#b Numeration

weords associated

iC ?;tles § other

with name
+d Dates
+e Relator
tk Form subhead.

#t Title (of work)

+] Language

+f Date (of work)

4p Part (of work)

#v Volume .or
number -

+a Name

b Each subor-
dinate unit

te Relator

tk Form subhead,

#t Title (of work)

#u Nonprinting
+] Language

#p Part (of work)
+f Date (of work)
tg Miscellaneous
v Volume or no.

+a Name

+b Number

#c Place
- #d Date

Mandatory
Mandatory
Mandatory

Mandatory

Required if available
Mandatory

Mandatory

Optional

Optional

Optional

Mandatory

Mandatory
Mandatory

Required if available
Mandatory
Mandatory
Omit
Optional
Optional
Optional

N

_ Optional

%#e Each subordinate

‘unit in name
$g Miscellaneous
+k .Form subhead.

$#t Title (of work)

* +f Pub. date

* 4] Language

* 4p Part (of work)
<#v Yol. or no.

Mandatory

Mandatory
Mandatory
Mandatory
Mandatory
Mandatory

Optional
Mandatory
Mandatory
Optional
Optional
Optional
Mandatory

* Subfield first defined in Sth edition of Books: A MARC Format. 1972.

1
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. }
| TAG NAME INDICATORS SUBFIELD CODES RECOMMENDAT IONS ’
| _— Q
‘ Series Statement (A 4xx field is Mandatory. May be 490 if tracing not used)
‘ 440 Title (Traced First indicator: $a Title Mandatory i
same) B - Blank +v Volume or Mandatory ;
- Required if Second indicator: nunber ¢
available 0 to 9 nonfiling '
characters
v (Omit)
490 Series untraced First indicator: *a Series Mandatory ' .
A or “traced , 0 - Series not 3
differently " traced )
-7 - Mandatory if 1 - Series traced in .
no other 4xx a different form : '
provided
Bibliographic notes
500 General note ' #a General note Optional
501 "Bound with" note fa Omit "
° T N § N
502 Dissertation note #3 Dissertation Optional \
. ‘ _ note
® 503 Bibliographic history note . fa Omit i
504  Bibliography note +a Bibliography ° Required if available
' note . : \
505 Contents note First indicator: -
0 - Contents . *¥a Contents note Optional
(complete)
1 - Contents *
' (incomplete)
" 2 - Partial contents .
520 Abstract or annotation S #3 Abstract or Required if available
) annotation
590 Local note #a Local note Uptional
. : Subject Added Entries
600 Personal name , First indicator: "ﬁ?a Name Mandatory - Y|
- Mandatoty * 0.- Forename . #b Numeration ¥ Mandatory -
1  Single surname *c Titles § other = Mandatory
2 - Multiple surname words associated
) 3 - Name of family with name .
" ~Second indicator: R +d Date Mandatory
, 0 - LC subject head. +e Relator X Required if available
- Mandatory +k Form subhead. Mandatovy !
1 - Annotated card ~ #t Title (of work) Mandatory }
program subj. head. * #I Language Optional !
- Required if * #f Date (of work) Optional !

available

* Sﬁbfield first defined in 5th edition of Books: A MARC Format. 1972. !
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610
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611
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NAME

Subject Added Entries

-

Personal name
(continued)

Corporate name
- Mandatory

Conference or
meeting
- Mpndatory

23
INDICATORS -
Second indicator:
2 - NIM subject head.
- Required if
available
3'- NAL subject head.
- Omit
4 - Cther subject heads.
- Required' if
available

First indicator:

0'- Surname (inverted)

1 - Place or place
plus name

2 - Name (direct order)

Second indicator:

0 - -LC subject head.

- Mandatory

AC program

subject head.

- Required if

: available

2-- NIM subject head.

1 -

s - Required if

available .
3 - NAL subject head.
- Omit

- Required if
available

First indicator:

0 - Surname (inverted)

1 - Place or place

plus name

2 - Name (direct order)

Second indicator:

0 - LC subject head.

- Mandatory

AC program

subject head.

- Required if
availab

NIM subject head)

- Required if
available

1 -

L]

3 - NAL subject hexd.
- Omit -~
Other subject heads,
- Required if
available

. . . - 7
* Subfield first defined in 5th edition of Books: A MARC Fomat. 1972 -

* % % X »

Other subject heads.

SUBFIELD CODES

#p Part (of work)

#x General
subdivision

#y Period sub- .
division

%z Place sub-
division

+a Name

‘#b Each subordi-

nate unit
+e Relator .
#k Form subhead.
#t Title (of work)
#u Nonprinting
41 Language ’
#p Part (of work)
+f Date (of'work)
+g Miscellaneous
#x.General
subdivision
4y Period
subdivision
%z Place
subdivision

v

£3 Name

b Number .

.*c Place

+d Date

¢e Each subordi-
nate wit_in
name

*g Miscellaneous

tk Form subhead.

¥t Title (of work)

#f Publication
date .

#1 Language

#p Part (of work)

$x General
subdivision

" ¥y Period

. subdivision
42 Place
subdivision

RECOMMENDATIONS

Optional
Mandato

Mandztory
Mandatory

Mandatory
Mandatory

Required if available
Mandatory

Mandatory

Omit

Optional

Optional

Optional

Optional

Mandatory

Mandatory
Mandatory

Mandatory
Mandatory
Mandatory
Mandatory
Mandatory

Optional
Mangatory
Mandatory
Optional

Optional

. Optional

Mandatory
Mandatory

Mandatory



NAVME

" INDICATORS

Subject Added Entries

Unifom title
heading
- Mandatory

Topical subject
-\ Mandatory

651 - Geographic name
- Mandatory .

First indicator:

B - Blank

Second indicator:

0 - LC subject head.
- Mandatory

1 - AC program
subject head.
- Required if

aveilable

2 - NIM subject head.

- Required if
vailable
3 - subject head.
- Omit
4 - Other subject heads.
- Required if
available

First indicator:
B - Blank
Second indicator:
0 - LC subject head.
- Mandatory
1 - AC program
subject head.
- - Required if
‘ available
NIM subject head.
- Required if
available
NAL subject head. .
- Omit
Other subject heads.
- Required if
_available

First indicator:

P - Blank

Second indicator:

0 - LC subject head.
- Mandatory

1 - AC program
subject head.
- Required if

available

Z, - NIM subject head.’

- Required if
. available =~ .
3 - NAL subject head.
- Omit B
4 - Other subject heads.
- Required if
available

SUBFIELD '‘ODES

a3 Uniform title
Leading

£t Title

#p Part

#f Date (of work)

#1 Language

+k Form subhead.

4s Version/alt.
to version

$g Miscellaneous

+#h Media qualifier

#x General
subdivision

$#y Period
subdivision

‘4z Place

subdivision

¥a Topical subject
or place
element

#b Element
following
place element

#x General ’
subdivision

ty Period
subdivision.

$z Place
subdivision

#a: Geographic

““name or place
element

¥b Geographic
element
following
place element

#x General
subdivision

¥y Period
subdivision

$#z Place

-subdivision

RECOMMENDAT IONS

- ‘Mandatory

Mandatory
Optional
Optional
Optional

. Mandatory

Optional
Optional
Optional
Mandatory
Mandatory

Mandatory

Mandatory
Mandatory

Mandatory
Mandatory
Mandatory

Mandatory

Mandatory

Mandatory
Mandatory

. Mandatory

* Subfield first defined in 5th edition of Books: A MARC Format. 1972.




TAG  NAME

SUBFIELD CODES —

INDICATORS
Subject Added Entri-=s

Local subject $a
headings (Topical)
- Optional
b

-
-

691 Local subject
headings (Geographic)

- Optional

Other Added Entries

700 ta
g b

$C

First indicator:

0 - Forename

1 - Single surname

2 - Multiple surname
3 - Name of family
Second indicator:

0 - Alternative entry
1 - Secondary entry

2 - Analytical entry

Personal name
- Required if
available

4d
teo
+k
it
* 4]
! % if

14

* J_;p

Topical subject
or place
element
Element
following -
place element
General
subdjivision
Period
subdivision
Place:

, subdivision

Geographic
name or place
element
Geegraphic
element_
following
place element
General
subdivision
Period
subdivision
Place
subdivision

Name
Numeration
Titles § other.
words associagted
with name

Date

Relator

Form subhead.
Title, (of work)
Language
Publication
date

Part (of work)

* Subfield first defined in 5th edition of Bocks

{

;

RECOMMENDAT JONS

Mandatory

Mandatory

Mandatory
Mandatory

Mandatory

Mandatory

Mandatory
Mandatory

Mandatory

;Mandatory

Mandatory
Mandatory

Mandatory

Required if available

Mandatory
Mandatory
Optional
Optional

Optional

: A MARC Format. 1972:
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TAG

710

711

730

740

NAME

Other Added Entries

INDICATORS

Corporate ngme'
- Required if

available

Conference or

meeting

- Required if

Unifomm title%
- Required if

available

available

Title traced
differently

- Required if
available

&

/

H
H

First indicator:

0 - Surname (inverted)

1 - Place or place
plus name

cond indicator:
- Alternative entry
- Secondary entry
- Analytical entry

\)HO%}N

]

First indicatgr:

0 - Surname (inverted)

1 - Place or place
plus name

26

- Name (direct order)

Z - Name (direct order)

Second indicator:

. 0 = Alternative entry

1 - Secondary entry
2 - Analytical entry

First indicator:

B - Blank .
Second indicator;

0 - Alternative entry
1 - Secondary entry

2 - Analytical entry

First indicator:

P - Blank

Second indicator:

0 - Alternative entry
1 - Secondary entry

2 - Analytical entry

¥ % B N

* %

N N N X »

*

SUBFIELD CODES

#a Name

b Each subordi-
nate unit

+e Relator

"#k Form subhead.

tt Title (of
work)

*u Nonprinting

#1 Language

ip Part (of work)

+f Date (of work)

+g Miscellaneous

#3 Name

#b Number

#c Place’

#d Date

*e Subordinate
units

+g Miscellaneous

#k Form subhead.

%t Title (of work)

#f Date (of work)

#] Language °*

*p Part (of Work)

#a Uniform title

#t Title

#p Part (of work)

$f Date (of work)

#1 Language

#k Form subhead.

$s Version/alt.
to version

#g Miscellanepus

$+h Media
qualifier

*#a Title traced
differently

Wy

e
Py

RECOMMENDATIONS

~ %

[

Mandatory
Mandatory

Required if available
Mandatory

Mandatory i
Omit

Optional °

Optional

Optional

Optional

Mandatory
Mandatory
Mandatory
Mandatory
Mandatory

Optional
Mandatory
Mandatory
Optional
Optional
Optional

Mandatory
Mandatory
Opticnal
Optional
Optional
Mandatory
Optional

Optional
Optional

Mandatory

* Subfield first defined ‘in 5th edition of Books: A MARC Format. 1972

I
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TAG  NAME INDICATORS SUBFIELD CODLS RECOMMENDATIONS
Se;}gs Added Entries
800 Personal name- First indicator: +a Name Mandatory
title 0 - Forename #b Numeration Mandatory
- Optional 1 - Single surname $c Titles & Mandatory
2 - Multiple surname other words
- 3 - Name of family associated
with name N
#d Dates Mandatory
te Relator Required ¥f available
+k Form subhead. . Mandatory
+t Title (of work) Mandatory
* 4] Language Optional
* +f Date (of work, Optional®
* 4p Part (of work) Optional
v Volume or Mandatory
number
810  Corporate name="\ First indicator: 3a Name Mandatory
title 3‘ 0 - Surname (inverted) #b Each subordi- Mandatory
- Optlonal | 1 - Place or place nate unit
. plus name +e Relator Required 1f available
! 2 - Name (direct order) +k Form subhead. ‘Mandatory
+t Title (of work): Mandatory
* 4+u Nonprinting Omit
* #] Language Optional N
* +p Part (of work) Optional .
* 4f Date (of work) Optional
* 49 Miscellaneous Optional
i +v Volumg or Mandatory
| . number
811 Conference or First indicator: . #a Name Mandatory
. meeting 0 - Surname (inverted) #h Number Mandatory
- Optional 1 - Place or place $¥c Place Mandatory -
plus name +d Date Mandatory
2 - Name (direct order) te Each subordi- Mandatory
€ . nate unit
' $g Miscellaneous Optional
+k Fom subhead. Mandatory
+t Title (of work) Mandatory
* +f Date (of work) Optional
* +]1 Language Optional
; ] * 4n Part (of work) Optional
i ] v Yolume or Mandatory

number

) !
* Subfield first defined in 5th edition of Books:

. oyt

A MARC Format. 1972




™

TAG

840

910

[

. '!‘ x .
) 28
! 3

NAME INDICATORS
Series Added Entries . ,
Title First indicator:
- Optional P - Blank - -
« Secund indicator:

Lc”ai Fields

User option data

0 to 9 nonfiling
characters
(Omit)

SUBFIELD COLLS

#3 Title
+v Volume or
number

+a User option
data

J

RECOMMENDAT IONS

Mandatory

/

Mandatory _x

‘M“Aw
e
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INTRODUCTION

- v

The Technical Processing System in its entirety will
consist of an acquisitions system including financial re-
cords and a monitor to issue notices to staff when items
a;e delayed in acquisitions, serials; cataloging; or phys-
ical proceséing. The Center will not activate the monitor
when TPS is- first implemented. -

The aim of the Technical Processing System is faster
and more accurate p,ocessing of materials, feduction in
personnel involved in technical processing, accumulation
of data into onelcqntral record, and reduction of unnec-

essary duplication of materials among Member libraries.

-
.

DESCRIPTION OF THE SYSTEM

THe system will initiallv encompass the following

basic operations: 1) creation of the TPS record and pro-
duction ot -purchase orders, 2) on-line update of records,
3) automatic claiming of overdue orders, and 4) production
of accounting records.

There will be three major types of processes: l)xuni—
tary procurement, 2) extemded procurement, and 3) gitts.
Unitary procurement ('u') constitutes the acquisition and
processing of material as the wesult of an order for a
single specific item. Multiple copies of an item, «r mul-

~

tiple volumes of a completed set may be oonéﬁrued a5 uni-




tary procurement. Extended procurement ('e') comprifes cub-
. i E ' scriptiong, standing orders, on approval orders, blanket or-
ders, exchanges, and memberships in publications-producing
groups. Gifts constitute those accessions that are unpre-
dicted in their arrival and require no payment. * Thev may be
either 'unit' gifts ('ug') cr 'extended' gifts (‘egaﬁ, such
as gift subscriptions. In ﬁost cases 'exchange' materials
will be treated as gifts since they require neither purchase
order nor payment. '

Treatment of materialvreceived as -the result of a mem-
bership will be determined by the nature of the publication
and internal library policy. For example: if the major pub-
lication received through a membership is a serial, it could
be treated_as a regular sﬁbscription with the membership fee
construed as the cost of the subscription; ancillary sub-

: scriptions or separate wqus, sent to members at no addi-
tional cost, might be treated as gifts. A membership pro-
viding primarily non-serial items might be hendled as a

standing order.
m-line -
Periodically, the,system will be purged of completed
TPS records identified as unitary procurement ('u' or 'ug').

TPS records will be expunged from the on-line file only after

an ~rder has been canceled or when all of the following re-
quisites have been met: 1) the material has been received,
- 2) the irvoice has been approved for payhent, and 3) the re-

cord has been updated to the status of a catalog record, or




retired to the archive file by the iibrary, if the item is
I not to be cataloged. To rgfire a record to the archive file,
call up the record and type 'archive' on the top line of the,
acreen, then UPDATE and SEND.

Records purged from the on-line filé will be retained
on archive tdpe for a specified period of time.

Records identified as extended pr01ﬁrement ('e' or 'eg')
will remain in the system until the order is canceled and
the record retired by thé library.

If the vendor cancels an order for any reason, type

. order

'canc' onto the TPS screen following the B8. number, ‘then
UPDATE and SEND. If the Library cancels an order and needs
, to hgve a cancellation notice sent to the vendor, type 'canc'

order

after the B+8. number, then PRODUCE and SEND. In either casec

IJQHFTRmmuter will respond by reversing the encumbrance for

the item canceled and recording the date of cancellation.

g

If desired, the reason for the cancellation may be noted
. in 'Rmks'.

The system will maintain a Vendor File designed to in-
clude as many addresses for each vendor as required. Com-
monly used vendors will be identified by mnemonic codes to
limit typing and to reduce confusion between vendgrs with
similar names. Print-out copies of the Vendor File will be
distributed to Member libraries for reference.

The system will also maintain a. file of mailing addresses

for branch or departmental libraries that receive direct mail-

ing frem vendors.




The system will yield four varieties of products: 1)

on-line CRT screenrdisplays, 2) printed forms, 3) computer

‘print-outs, and 4) machine readable reports

The products and procedures described herein will be
operational at the time the Technical Processing System is
implemented. Other products, to be added following imple-

mentation, have been enumerated on pages 56 to 59.

ON-LINE SCREEN DISPLAYS

There will be a separate screen display for each 'ins
process' order. The screen display will provide a specific
space or 'field' in which to enter each data element rela-
tive to the processing of the order, and the actual order
will be created from the data entered therein.

A TPS record will be retrievable by the library's order
number, the CCLC control number, and by the author-title and
title search‘keys. The terms 'author' and 'title' have been
used broadly to refer to the data entered in fields 1 and 2
of the TPS screen (see p. 6), whether or not that data is ac-
tually an author's name or the title of a work. For example,
in the case of standing orders, on approval orders, and blan-
ket orders, the operator will enter the vendor name or cbde
in field 1 (Tkuthil\gf the TPS screen, anq the name of the
order plan in field é 'Tit1l'). Therefore, the search keys
for a standing -, on approval -, or blanket order will be

built on the data in fields 1 and 2 rather than on a specific

author and title.
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The system will maintain indexes to access not onl;
the records but also the pargiéular data withinr each record
that is needed for reports and listings..

The Commitment Register Summafies will also be qi$7
played on the CRT screen and will be accessed by fﬁe account

or fund number. The registers will be current according to

the latest data transmitted to the computer. (See Figure 8,

page u48.)

Another screen display has been designed for inputing

account and fund allocations. (See Figure 5, page 42.)-

v
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Type: OCLC#: P
Cat: P N
IP: P J .
1 Auth: $h P ' Co
2 Titl: $4c $h P
3 Edit: P
4 PPD:
5 Freq:
6 Ser:
7 ISN:
8 Vols:
9 Cops:
10 opg#:
11 Term:
12 Rnwl:
13’Vndr:
14 EsPr:
15 Acct:
16 Fund:
17 Dats:
18 Rqtr:
19 Dstn: ¢b B
20 OrCl: P
21 Invc: $¢b P < ‘ .
22 Cost: ¢b $c P
23 InCl: P
24 InOK: $b P
25 Rmks: 1.Rush 2.Replacement 3.0-f-stock 4.0-f-print 5.0ther P

26 Inst: P

La- - T - - O I I I,

+*»
v

$c P

L L, -
o o oo
g
“*
0
g
*

-

* Those items supplied automatically from an existing record.
** Those items which, if changed, constitute a new record.

# Data that is computer-produced.

e

#

FIGURE 1 Screen Display for Technical Processing




Following is a field by field description of the Screen

Display for Technical Processing:

Type: Type of acquisition. The-following codes will apply:
u - unitary procurement
e = extended procurement
ug - unit- gift
eg - extended gift (subscription) 7

o

Cat: Symbols fo;\iébraries having the cataloged title.

IP: Symbols for libraries having the title in-process.

1 Auth: Main entry, verified if possible, with the source

of authority identified in subfield 'h'. For

the parent record of a standing -, on approval -,

- or blanket order, enter the vendor name in this

field.

2 Titl: Title, verified if possible, with the source of

L o Ces s . ¢
\ Cguthorlty identified in subfield 'h'. TFor state

contracts, enter Class Item No. in subfield 'c'.

On .the parent record of @ standing -, on ap-

proval -, or blanket order, enter the name of

o

the order plan in this field.

3 Edit: Edition. Unless a cspecific edition is entered, the

* . purchase order will indicate 'lastest edition'.

4 PPD: Place; publisher; date of publication.

5 Freq: Frequency of publication, for subscripticns and

standing orders.

6 Ser: Series

International standard book or serial number.
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. 8~Vols: ‘Specific volume numbers (v.3, v.7, or v.3-8) or the
total volumes (8v.) if the-order is for an entire
i . N R ‘ Setn

.9 Cops:. Number of copies requested on one order.
.

- . 10 ord#: Order nfmber. 1f a library uses®only dhe range of

3 ~

é i _ gequential order ndﬁbers, the computer will
assﬁgn the numbers automatic;lly.
11 Teghfi.Length of subscribfion. -énter the expiration date
of " the SUbscfiption in subfield 'a'v//This date
: ‘. will be used'by the system to generate automatic
(\‘ renewals. Use.subfield 'b' to record, in fhe
most appropriaté‘%erms, the actual length of the ¢
subscription;lfor example: 3 yrs.; Sept.1,1972-
:  Aug.30,1973; vol.10; til forbid, etc.
12 RhwliL Renewal. If automat{c renewal {§~ﬁot degired, type
- 'no' in this fielq. <1f no‘dété is recorded in this
field, renewal will be au;omatic until canceled
W _ and 'kenewal' will be printed on subsequent orders.
- - 13 Vndr: thdor; Enter the vendor's name of ;ode. Use sub-
field 'b' for vendor acéount or custemer number, .
and subfield 'ec' for vendor contract n~mber'op |
gtate,contract number. (The state contract number .
. ~will be supplied automatically by /the computer,
- (/ for the state institutions.) Wheén gh order,

usually a subscription, is placed fh?ough'q‘dealer,
’ A4 ¢ -

g A but is to be claimed from the publisher or other

e

-
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PAFullToxt Provided by ERIC
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distributor, enter, in subjield 'x', the code
) name for the crganization to whom the claim is 10
be sent. If that organization is not in the |
vendor address file, enter the complete name and
address.
14 EsPr: 'Estimat?d or list price. Enter the unit price
‘ unless several volumes of a set are ordered on a

.

singié order, in which case, enter the total

-

Ll i

)
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price for all volumes ordered on one order. The

amount encumbered will be the recorded price mul-

4
S

tiplied by the number c¢f copies requested ow the

j
i
]

same order. If a quotaticn is desired, enter
- . 'Please quote' in this field rather than a price.
'Please quote’ will be printed on the order in

the space marked 'Estimated Price’.

. 15 Acct: If an i:em is charged against a single account, only .

L=

2

the accomunt number need be entered. However, if
B the price is divié;d between two or more accounts.
enter each account number in aﬁ 'a" subfield {(the
first 'a' subfield éode is implicit) fdllowej/ﬁf
a 'b' subfield containing the amount charged/to
the resﬁeckive account; (e.g., Acet: 574362

. . $ $100.00 %#a 967848 $b 5u45.50) When the invoice

| is received, if fhe aq?ual cost is,diffgrent from
I the estimated price, change the amount recorded
- in the 'b' subfields accordingiy.
I 16 Fund:” Same as above except for fund. )
. 17 Dats: When a record is created, the computer{will supply i}
1 : ,

the date automatically. When the material is‘}
received, type ‘'r' in the 'b' subfield and the
computer will again supply the date. In the

case of partial receipt, input the volume iden=-

1 .
’ tification following the 'b!.

N
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18 Rqtr: The name of the individual who raques ted gﬁé/f?;m.
i
If more than one person is responsible for orig-

inatirg a request and each 1is to be notified when
the material becomes available, enter the addi- -
tional name(s) in subfield 'L'. More than one »
. i -
subfield may be LWced if required. Subfield 'c
will be reserved for the name of the’*donor of a gitt.
19 D8nt: Destination. In subfield tal, }nput the symbollfor
' the branch or departmental library whefe the mate-

rial is to be houség?(the 'ecirculating librarv').

If the material is to be shipped from the vendor

o
iy

directly to a branch location (the 'pfdcessihp,\

library'), enter the Eymbol fof the receiylng } .

library in subfield 'b'. The symbols now used fof

the 'hoiding library' will apply. In either sub-

{ield, the absence of data will indicaté a default

to the main library-

ZOgOrC1:\ Order claimed. When a claim notice is oroauced, the
system will enter the date of the claim automati=-
cally. If more than one claim is sent, the date o>t
each will be displayed.r

21 Ipvc: When E;e invoicg is received, input the invoice number
and the computer will record the date it is entored
into the‘sysfém. If the Qendor does not sucply an
invoic number, substitute the date thit appe- r. on
the invoice for the invoice number. If the invoice

Y

is held for any regson, enter that infgrmation in

subfield 'b'.

I
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22 Cost: The actual cost of an item. When postage, hcndling,
and in§urance are funded separately, enter the f
émount(s) in subfield 'b'. Use subfield 'c'
for other data related to the cost, including

credit infermation.
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23 TnCl- Iﬁvoice claimed. If an invoice has not been rcceived
within a specified period following receipt of

the material, the computer will generate a claim
notice, and the date of the claim will be displayza.
Invoices for 'til forbid' subscripti;ns Wil]vbe
claimed if not ggCeivéd within thirteen months

after the previous invoice date.

4 v :
24 InOK: When an invoice is approved for payment, type 'a' } -

in this field and the sy<tem will record the date
and the initials of the operator. Record partial

payment 1in subfieid 'b'.

25 Rmks: Remarks. To indicate the application of sany of the

@

“ remarks displayecd in this field, rep}ace the mum-
ber preceding thé r;mark with an 'x', if the in- #
formation is for‘inﬁernal use only, or with.a 'p', ‘\\
if the remark is to be printed.on the ovdér. If
additional remarxs are entered after 'S.Other',
preface each separate_remafk with the appropriate”

% "' or lpl.

26 Inst: Instructiors to véhdén: This f .1d will be used to

-

supply 'fill-in' data for some of ,the instruc-
tions printed on the order form. Xey in-the

number of the instruction fcllowed by the fill-

. in data. o .




0 l UNITARY PROCUREMENT .

- ‘When 4 request is received by a library acquisitions

. - department, first .search via the terminal and elscwhere to

o

. . . v . .
determine whether or not the title is. alreadv in the lihrary

or currently on order. -Until a library has completed retro-

-

spective convewsion of its holdings to the sygtem, it will
. w,

be necessary to search the card catalog as well as the data

. base. A search of the outsfandiqi order file may also he

/
required until all orders placed through the manual svstem

U have been filled. If the title is already in {he local s
. L library, and it is not desirable to purchase a duplica’?z,

notify the requester t+o that effect.

)

After the decision Has been made to purcl.ase an item,

and the Fund and Vendor have been assigned, the CRT operator,

-

logged into the. TPS mode, will type ithe author-title or title
search key. If the work is in the}sy;tem,either-as‘aCatalqg

;, record or as a4 TPS record, the usable data will be displayed
,. =]
on a TPS wurkform. (See page 6) 'Usable' data includes any

or all of the following elements: aut.aor, title, edition,
:' o .
p}ace;‘publisher, date of publicatieon, frequency of issue,

. series, standard book or serial number, number ©f volumes of

' % - -a set, and the list price.

s . e s '
- : Examine the data displayed and edit 1t where necessary .

- :y agree in detail with the work desired. Make changes by

»

inserting additional information, or by deleting or typing




"
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\“\\
over existing info;ﬁﬁ¥ion.l After changing a field, depres:
ADVANCE LINE and SEND to communicate the change to the computer.

When the existiné data is satisfactory, proceed to enter
the data in the other fields required to complete the order,
and SEND each field. When the order is complete and all fields
have been sent, depress PRODUCE and SEND.

If no record is dlsplayed in response to either the title
or author—tltle search key, request a workform by keylnp in
'twf', and proceed to enter and SEND all pertinént data, field
hy field, until the order is complete, then depress PRODUCE
and SEND. In response to the- PRODUCE command, a multiple cﬁpy
order Qill be produced, twogaopies of which will be sent to

the specified vendor and thé remaining copies to the library.

3

The system will provide‘a technique Dy which a 1ib{ary can

override ‘the sending of copies of an order to the vquer\iid,

. instead, route all copies of that order'to.the librar-, as \\ fdf\?

will bernecessary when paym%pt mus,t accompany the ordgr.

1f there is no reéord in the data base for an 1tem being
ordered, enfer theasource(s) used to verif: the author and
title in subfield 'h' of the‘réspective fielés. ' )

When pre-payment is required or when an order is charged
against a deposit account, enter the amount in field 22 (’Cost');
+
rather than in field 14 ('Pric').

Figure 2, be-inning on the follcwiny phge, illustrates,
v .
in flowchart form, the procedures for unitary procurement.

L4 -4

1 For details on the operaticn of the CRT terminal, refer +o
Cataloging on « Cathode Ray Tube Terminal, Ohio College é’
1%71, Ep. 11-23. *

brary Center, June
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Manual Computer
Receive request
to order title
| ) .
\ ' Log into TPS .
. N
Type author-title or :
titlg sea. 'h key
i V
‘ . - Display Rec'd/Send |
\ - \
Retrieve
| titles
% . via
3 > Is index
Yes/)/////dGSired searched
(:)( title,d%splayed P -
\\\\QE\TPS screen
- v ?
| f
| \\\‘ |
V -
Is
S - No desired
<:><5 title displayed
’ 8 ) with others -
H Type entry number
- - ‘
- Q/ Ret—ieve
.- ord
1 / . v Display Rec'd/Send = ?igmr
| . . T Catalog
' or TPS
. file
e Tl

-

v

-

FIGURL 2. Elowchart fo} Unitary Procure

ment
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FIGURE 2 Flowchart for Unitary Procurement -
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T " . . Manual Computoenr \E%
Enter additional data
in appropriate fields
T
®— o D
) -~
? * - '\ ’ ' Add
- . . ] to TPS
- ) . Send cach field > record
F o - «
\ —
- Produce/Send |—————1--> Produce
’ : L . purchase |.
: . order
N
. - ]
: Purchase order sent’
- to vendor .and library
_ Y
End : )
2
. 4
- Request workform ("twf"
‘ 3 : 1
: ) ) Displar Rec'd/Send i“ R
. : ' Display
: workform
Enter required data [ —- 1
: ' ] in appiopriate fields
. f I ¥ [ ‘
{
®IGURE 2 TFlowclart for Unitary Procurement - Cont 'y, )
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- FIGURE 2 Flecwchart for'Unitary Procurement - Cont 'Y
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Enter 'r' in field 17 tbl .
g . A g Enter
; > date of
receipt
- No I;\\T\\\\\ -
U_iate/Send [€ invoice with
order
? ‘ .
f
Sgnd item for
_ .physical processing .
p . Enter invoice number ) \ )
. ‘ o in field 21 L
i
‘ " End ’ 7 l
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' ~ record for readable
’ C payment recort
o)

A 2N

\ Send approved invoice
“ for payment

+

-

"End .

.

FIGURE 2 Flowchart for Unitary Procurement - Cont'd.
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" ¢ Manual :' . Computer - '
1 J : 1*
4 S
‘ , .
» . . T ~ ~
- Inveice received
. B a
Log into TPS i
= v
- /
%
- ’ Search CRT for each . K
. T item on invoice .
| s .
o1 [
| -
-~ .
Type seardh kéy
» - . or order number
’, - - - | -
rd ) .
: (' Digplay Rec'd/Send ~ —
- od /
- - v . - Retrieve |
) ‘ record .
| ‘ via
. ‘ ? Does index
] Request corrected invoice searched
) - involce & enter agree with TPS ———
note i ]
| } n field 25 record
: . ' / . N o
- .
s Yes Have :
(E} all items on invoice
been received - A 2 -
© ) . !
N & ’ 'i’
. r
- ’ g T
L ] ’ .
) FIGURE 2 Flowchart for Unitary Procurement - Cont'd.
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Manual Computer .

Request invoice
workform Ciwf")

AdYs
invo jce
workform [

o ' " ) Enter vendor code, in-
voice no., order no.,

. description & cost -for . ,
N . - | each item on invoice . .
but not reeceived

* '. B . ‘ ) \/ N
. T T T v ; Buiild
. ) 1 Send each field > invoice
- ¢ ‘ ’ record
B - / - '
P . \ .Add s
. | \j record
. . N ‘ i Upda‘te/Send : 3 >1 to ;[\PS
. . ’ - ,J/ . T file ;»

ﬁzld invoice until
. all- items are re-.
- _ ceived or credited-

| When last item on 1nv01ce is checked in, the system -

¢ will respond with the message 'Invo,ce complete'. : . .
| If checker is not authorized to approve the invoice,

I record will go dmto 'Queue' until it is.approvec .

:ﬁfor ‘payment.. fteps for approv1ng the ifdvoice follow.

______ R U - - [

- H

N
.- FIGURE 2 Flowchart for Unitary Procurement - Cont'd.
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) Manual Computer
- (L = X
’ Recall record from Queue
- by invoice number.
< =
. ®,
Send - AN T
- Display
y . invoice
. o record l
' - * & — - ) |
B Type 'a' at top of tp
o - invoice screen . ~
: ) -
' ] -- Add to
- Send 19 TPS
record
Does =
. ihrary receive Yes Produce
- machine readable ——>| Produce/Send |—+> machine
¥ . record for ) : readable
' payment record
7
- V) :No !
~ [ . — Tnter
’ k;/f — Update/Send - -2 qate of
Z " i invoice
. approval
\'2 . and
’ - nd
*Send approved 1invoice initials
-for payment ot .
operator
. ——
, Y . ) *
End
Flo&chart for Unitary Procurecment - Cont'd,
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EXTENDED PROCUREMENT
I Since the terms identifving the wvarions fypes 0 o-w- .
l tended procurement are oftern used interchanveably, detiri-
tions of the terms &s applied in this Jdocumcut e vioen '
l below: :
. . Subscription: an order for a continuing pablicati n .
that is issued more or lebs repularviv, v.awll
- “ ~
more than once’a vear. Billineg is ncually tor
the entire term Sf the subscrivticn andl ~ulw ittt .
in advance of fulfillment.
Continuatien: an order fdr awceries or oty pvaabis '
issued irregularly or infrequentlv, the inet ol byl .

. L] * .
parts of which are supplied an! billed o pubi- *
lished. ’ ‘

Sfanq.ng order: an order for all, or part, of the [orth-
coming publications of a publisher of cpecialized .
materials, -uch as an association, a cchocl, 7 . o,
museum, etc. - -~ 7
On approval plan: an order for materials to be onpnrl g
} by a vendor according ta the apeciticatiors ni
delimitations of the library. These matorl ol a
) subject to review and 1 turn by the Titrvar - ’
Blanket order: an order for special materiaino, t.o!
g-lected according to qualifications o line |
[
the library, by a vender actine ao the Tibrear
1 agent. Returns are usually not acceptaiile.
i j , 5 ‘i .
i
Q ’ . 7 3 .
ERIC / | x
*

PAFullToxt Provided by ERIC ' B . P
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4 - -

A TPS record, designated as extended procurement é'ef),

L i

-

¥4

' s . . * .
will remain in the on-line system for renewing and accounting

-

* transactions as long as the order remains in effect. P

e

Figur2 3, beginning on page 25, illustrates -in flowchart

11«<wmr4qu

form the extended procurement procedures for standing orders,

!

on approval orders, &and blanket ,orders. . ’ S, ,

-
—~— . . -
— .
.

Subscrlptlons /

i -
¥

lr The procedure for orderlng a 'new' subscrlntlon w111 be

) virtually +he same as descrlbed,for unitary Drocurement. Ceix\\
tain data, not appllcabye to unitary. ﬁrocure%ent W111 be needed‘\\‘\
for a subscrlptlon order, namely frequency of 1ssue, 1ength . T
or term of subscription, and renewal lnformatlon. Dependlng

. upon the poliéy of the library (and the vendor), a renewal may

be issued automafically b§'the system prior to the expiration .

"\ -

- 7“*§-~_~lwf’”ﬁGIfI§Teﬂeopy order form:will be used, with 'Renewal' printed

date, or the vendor may renew automatically untii he recelves

k,,.,x

a notice t¥% cancel. When renewal 1s automatlc, the computer o
vill ‘encumber the amount paid for the previous year's “subscription.

When the system generates an order for renewal,. the standard

S

¢ ‘ -

- after the descriptive data.

- . After receipt of the first issue has been ackeowledged -
f through TPS, to satisfy the syétem.that no claim is required
on the order, subsequent issues will be checked-in and claimed

through the Serials Control System.

' .4 .

Continuations

Again, the order procedure described for unitary procure-

ment will apply for a 'new' continuation order with the fol-

2




N :
- \ 2 v

€ \ , -t -— - _ ..
~ *lowing exception. If the order is for a monographilc series,

-the ser1es (main entry and t1tle or title only) will be entered. .
in. fields 1 and 2 as author and title rather than -in fl 1d 6

as ser1es .

-
[ a -

I£ the individual parts, received on'a\continuation order,
bear: some kind of sequencing identification, each item may be

- checked-in and/or claim throuéh’the Serials Control Svstem '
- . as a 'serial'. However, if the separate volumes are’'not iden-
/ “l
tifiable by q sequentlal arrangemeht, a record must be establlshed

- =

for each’ 1tem received, as descrlbed below for materlals recelved

[

] .
E
= l\ through standlng, on approvak, and blanket orders.- .
Lo F N ¢ ’ '
= if Standlng Orders, On Approval Orders & Blanket Orders '

" When enterlng standlng, ‘on approval, and blanket orders,
. 3= - &

no prellmlnary search of the data base is necnssary. Request
B L . .

?jg‘ 5 a workform ("twf", indicate the type-of 3cquisition, input the-
- vendor code and the name of the order plan in flelds 1l and 2
i

respect1Ve1y, and f111 in the other: approprlate flelds begln-

ning with field 10 on the TPS screen. SEND each field, then -

LT
v i .w” ,
'

: : : ¢
depress UPDATE and SEND to add the record to the TPS file.

When materials are received through any of these plans,’

Py

or through a continuation order, search each title via the CRT

’A:: - L3 ’o . . . -
B - i& and other files to ascertain 1) if the title is already in the

']
- S

iibrary, 2) if the title i$ in-process, or 3) if the t%tle is
. i - , in the system. Duplicates received as part of an on approval

shipment may be set aside for a decision to keep or return.
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)

4 .
.
/ - ~ .
.

' If the ti! e is in the system, the data will be displayed

on the TPS screen. If necessary, edit the data to agree with

¢

the item received and enter the additiomal data reguired. If

the title is not in the data base, create a new, record, enter-

=

./
i . ¢ Wmed  BiOW

- -

.

ing all pertinent data. " The record for the individual item

—

4
must include the order number of the parent order: SEN
-~

‘field that is altered or added = then depress UPD

to ddd the record to the TPS flle without Eroduc1ng an order.

v

If the library wants to receive copies of the order, depress

-

/ \
PRQDUCE (ins;ead‘of.UPDATE)’and SEND and overrifie the mailing

rechy  jubed by

' &
to the vendor.’ :

3

The parent order record will be retrievable by a standard

t

f

I R R AT
B BT

. 3,3 kéy created from the data in. fields 1 and 2 Qvendor-ahd

t

[T
)

3

g

name ef the order plan), and Lty order ngmber.
When the invoice is received, local library practice will

- determlne the tredtment of the data. If a record of total ex-

—

B
T
4

. Pendltures for various open-ended orders is suff1c1ent fcr the ; ‘

by
Y

&

1

/llbrary s>needs, enter the invoice numbfr and the total amount .

.of the invoice on the parent order recérd, 1f, however, a re-

o .

sy

' cord of titTes received through each open-ended order is required,

.

R N T PPN

ot

f~enter the invoice number and the cost of each i{em on the record

+
I'y

for the respective item.

.

e T

TR
P,

.. Library practice will also determine whether ‘the cost of

s

~

items, included on the invoice but not received or ngt kept,

-
"

is deducted from the total amount specified on the invoice,

i3

thereby permitting immediété approval of the invoice, or whether

{he invoice is held until a‘credit is received from the vendor.

¥

ey

L~
0y
F————
wowo k

-
-

-

.
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GIFTS 3 : T N
27 PP 4 ) * . . ’ ‘A\._ //
i The  same procedures described uncer unitary procure-
- ¥ ment and under subscriptions and ‘~ontihuations will apply
. for gi.ffs', depending upon ‘the nature of the gift. Unless’
. . . Bt Y _"r
. § the library needs ¢topies of an order form for gift acquisi-
- - ( )
s - tions, use UPDATE and SEND instead of PRODUCL and SEND to p
- i add the recérd to’'the TPS file. L '\\
: . ¢ ' ' -
| - 3 h . L - ’
S - ~
| = 1' - \\4'- - . i
- . I .
| = .
\ : N ) o i
\ i -
‘ 3 l o i -
. !
* ]
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" Contract with specificadions
on material to be supplied

Iz

o el é‘

k4

,\V.

0Tk I

) ]
Log into T?S;J

/A =
workform

Display Rec'd/Send — o
. I ' J.bisplay.
‘ o . o workform

.Enter.'e' for
type of order
oA : &

.

Type vendor code
in author field

FIGURE 3 TFlowchart for Extended Procurement: Stahdiﬁg Orders,
On Approval Orders, and Blanket Orders ‘ |
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{ - . N .
- T - o % : Manual i Computer
f v - - ;' - )" . N R
e N o A i
e B ) % ) .
NS s l ) ) »
. . ‘ g . — , :
c A ‘ , . Type name of order - P
' ' , : ‘ plan in title fisld
N} j 1
- ' -V 1
| < Send ’ : s . .
. , )
) . - _ i
| > } . N i
N | Vo |
- "~~1 Enter P.0._number , Y

PR (field 10) 1.
S o : T Y : Build ’
) - , : ’ TPS

’ LN - | record

(B
”
N
.
1
.
P

—

Type term of contfact |
d (field 117 |

. N . . ‘ 77‘- 71 g
\ | S 2 ' '

Send,

.| Enter vendBr Acc;: No.
and/or contract-'no. :
(field 13, %b &-#c) v

\

-l

. N

uifl

FIGURE 3 TFlowchart for Extended Procuvement: Stané?%g Orders,
- On Approval Orders, and Blanket Orders - Cont'd.
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Manual

-
"
v -

Enter amt. encumbered for
,term of contract (field 14)

7 . N

\ ~

o

¢

\L' Ry Build
Enter acct. no. and/or TPS
fund no. (fields 15 § 16) T " record Yt

l '

H-h‘“-‘\

— [ ‘L

. Enter pertinent remarks
in field 25 under ‘other'

!

Update/Send

\

. FIGURE 3 Flowchart for Extended Prdcurement: ftanding Orders,
On Approval Orders’, and Blanket Urders - Cont'd.
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packing slip
with shipment
9

Match items with
packing slip and
hold packing slip
to. check against
invoice. . °

- ~ e

Return unwanted items |
to vendor for credit

& mark “returns on in-
voice cor packing slip.

5

by 4
=4
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Manual °

*Recieve shipment '
.of materials - -

. Is
invoice with
shipment

Match items
with invoice

+

Do‘items™
conform to
specifications .
of order

Yes

Log into TPS

-

Search CRT for each item_

K

Y ¥

FIGURE 3 Flowchart for Extended Procurement: Standing Orders
-On‘Approval Orders, and Blanket Orders - Cont'd..
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. . Manual Computer o

“" . M | . &
N ) Type search key |’ 1 o °
f' . . . . N R -
. % .. ) \V‘ ] / o %

‘ ‘ Display Rec'd/Send / - ’ B

o

- ' o . , A . " |-Retrieve -

i . , . ' - 1] title
L . N . o * 2 .' . ’ Vi a o
. ) . indexes

\7\ seardhed ot
B i CJ . .

Is

b
i I
UL
P
B */\ .
=
O

i ~ title .in Ll )]
'k - data base - 7 o o
N 'ay ;:z - - N )
= . T - _
N . . & "’4 N i3
; ) - N a " BN
~ _ 5 -~ -g 7 N .‘ - N . 13
> ’ o N ‘ek 5
;Return dupllcat?s to - , . : RN
vendor for cred t & |e—0o s . -
~ | mark returns oft o R b .
. voice or pack{ng Sllp ) .
: f:" : ’I] "
: g I
£3 i -
o / - . L
< Es [ a ? R ) . .
| = FIGQRE 3 Flowchart fom.Extended Procurement. Standlng Orders, -
% ;o On Appreval Orders, and Blanket Orders™- Cont'd. ‘ ]
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'\\ L ¢ ' Manual Computer

WMW‘

] ’ - O B
o o L~ .
- : N4 . ]
- €5 __~data displayed™ Ny ‘
; agree with item o
received AN .
? . ' »
4 * ]
v
2
/ ' : )
, s | . L
- ) - t . R ‘,
) . ‘Insert, delete, \ - b '
' or correct data - Coe T
T . - R - ) - . 3 .
. - : v - - PR
] ) B . - ) o, - |. Replace | :
= - ’ ~ s > N -or add - . -, -
i ’ , - Send each altered-field |- > to data T
— — ] in TPS
i, 5 | [ record
N - [ 4 . -
: - . 1 § AR I .
i, A . o - \; - N " _
° ? s * N & e
. - . . é K] ", o
_ . A 4 e 7 :

T ' | Enter additional data :
in appropriate fields .
—_— - . “

W
|
’f“‘ ‘w‘ :ﬂ‘
o
o
@
=l

- . , o L . 4
' { ‘ ' ) : ) LY ' ' «Add to ' 7
i L 7 ; Send each field > pecord R
!7 E . ’ ®"’ T n7 NS
) t

oo I LI AN | Aad A
- Update/Send. |- ’

- - . N e )
- - ~ . - . -
- = = \ - L
- N . - - e
. - i = - ] S
i . ) ) -

-

f
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: —‘g o, F%QURﬁ 3 Flowchart for Extended Procurement: Standing Orders,
: - On Approval Orders, dnd Blanket Orders - Cont'!d.
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. \ " Manual Computer® '
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] workform
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S . s Log into TPS. | . .

I TR
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f, ’ : Search CRT for each item‘lf_ . '
N P - - g S ) .

, 4
) N4 - ) B
’ . v Type search key_- | o ' o ) Lo 7
- & S T
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. ) FIGURE 3 Flowchart for Extended Procugement: Standing Orders,
On Approval Orders, and Blanket Orders - Cont'd.
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i o Manual * - Computer
[ : : o
!;: \‘,
[ Send each altered field > Replace o
o : . or- add
- to data
. (E) ) > in TPS
< - ) . : record
i* - Enter additional data ]
E in appropriate fields ’ B
AY
. A}
B \ A2 :
: Add to . ,
s ] Send each field |— > TPS.
-~ ) ~ ! record
e ) : N Does
. o s .
: E Return to vendor dand item conform
enter note 1in field 25 to specification
. ] _— of order
?
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a3 . No!////// Is N
ti ) - (:><: title in local > B
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i \
\
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= \
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\
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. ) Manual & Computer
- ©
- \ o Invoice received
. \ ‘ Is
i (E)/’ No packing slip
E ~ being held
: ? )
= Yes’ \\\\‘
RN
i ‘. .. \>
- 3 Y I -“ b
. Check invoice against “
i packing sltip o
- ® >
] Y.
: ) {qLog into TPé_]
Z \ _ -
= l Call up reccrd for each ‘ )
- item received and kep:
. : N .
i . Type search key | *

i

- ; FIGURE 3 Flowchart for Extended Procurement: Stapding Orders, -
On Approval Orders, and Blanket Orders/- Cont'd. '
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Manual Computer

»

|

Display Rec'd/Send

WV

. Retreive
title
via

= index
Enter the cost i field 1M and |d searched
_the invoice number in field 21

) Add to
N ’ . TPS
' o) Send record

[

A4

gmww!
1
|

waﬁM’
{

Type 'a' in field 2u IS S
for invoice approval

1
meﬁ
A
-
&

Enter

. date of
v - : T ' invoice
S approval
and

i Send ; —1 initials
’ of
operator

record
: . to TPS
’ ' - . file

. > A
i ' }’_ Update/Send > dd

[ e

g FIGURE 3 Flowchart for\Extended Procurement : Standing Orders,
. . On Approval Orders, and Blanket Ordérs ~ Cont'd.




TREATMENT OF INVOICES

~——— d ¢

; : When an invoice dccompanies. a shipment, check the items
received against the invoice. Tf all items on the invoice

. o * (9
are present, as receipt of eaqﬁ item is recorded on its TPS3

, record, also enter the ccut '( in field 149, the invoice num-

{

ber (in field 21), and 'a', denoting invbicé<approva1, (in

field 24). Mark the invoice 'Approved' and forward it to
/ ’ . [

the, proper office for payment, then send the materials for
i [

physical processing. . )

~

1 "7 When an invoice covers“items that have not yet been re-

C ceived, enter the cost and the invoi¢e number on the records
- : of the items received, then create a separéte inveice record.

To create an invoice record, request an invoice workfoygm

L]

('iwf') and enter the vendor code, the invoice number, and -
7 - - N

+he order number, item identificatién and cost for each item -
. - ’ ‘ . ‘ i
outstanding. Hold the invoice until all of the items have

been received or creditpd. As the remaining items are received

and checked=-in, the systein will tally them against the invoice

-
o

re¢tord, and when the last item;is checked&in;'yiil responé

§ . with a message 'Invoice complete'. Get the lnvoice from the
'hold' file, call up the invoice recprd gy ;endor'code and in-

- voige number, and ente? 'ﬁ' at -the tbp of the §c§een. _The ‘f

f : system will respond by&entering the date. and the initials of f

the operator after 'Pa;mént Approved'. Mark the inKbice /

'"Approved' and forward it to the proper office for payment. /
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The procedure for handling invoices is illustrated -
r f e ca
¢ in flowchart form in Figure 2, beginning at (E) on page 20.
) ) The screen display for thé Invoice Recofd is shown
é} ' below in Figure 4. ; . v
i .
- Uty v
R - ‘
- : ) + e A $ - ) .
° ) — (-— - : W
~ . ‘g . &
-1 - VENDOR CODE: . g : {4‘ . - .
- INVOICE NUMBER: Lot ,
) PAYMENT APPROVED: ’ \ -
T ORDER NO.*  ITEM DESCRIPTION - " CosT o .
4 $ ! ?
B o E ' . =
- i, . ‘ 1>
3»31 - _T:L .
T |
N SR \ . T ST
. i N j A
: §~’ - r
b >
Lo ;; N
-

& 3

e

~ . H
i

i 4 . Ve bt ™
~ £ i FIGURE ‘4 +Screen Display for Imvoice Revord/ .
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To enter a new allocation, request an allocation work-

form ('awf') and type ip the period covered by th\alloca—
¢ . ] ) - . .

tion, the accowit number, the fund designation, and the
amount allocatedy SEND éich_field,"then depress UPDATE and

€ SEND. ' . .

N
£ | *

To increaSe op decrease an allocation already en
e

-

call up the allocation record by keying in the fund

1 il

divided by funds,

* use the account number plus ‘'al'); and enter the! amount of

nation ;Tus 'al' (if an account is not s

: . \ . . .
- ) increase or decrease in the appropriate field of the screen

display. \SEND the added field, then depress UPDATL and SEND.

The screen displa& for the Commitment Register Summary /

[—

will show only the revised, or current,Aallbcation. The

B . ) s ;
. original allocation, the amount of increase or decrease, and

-

- . o the current allocation will appear on the print-outs for the

* Commitment Register and the Commitment Register Summary. *

- The screen display’used to input allocations is shown

= _ _ [

" in Figure 5, on the following page.?

1
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. j \
-« Fund designation:[> -3
z . -
3 To- . Orig. allocation:[ 4 X
. ) a E ‘
i Increase:[> 5 .
i ’ ) Decrease:[> 6
' .
. i Curr. allocation:D 7 .
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" . .
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DEPOSIT ACCOUNTS

To provide detailed transacticns against a deposit

account, each such agcount must be identified to the system

( * - . i * - -
. by a/ggique designation. If the deposit is, in fact, part

+of a larger fund or‘accoqnt, use the designation applied

s
s

to the entire-fund and affix a 'd' to identify the deposit
portion.

Enter the amount to be deposited as an allocation for
the deposit acépunt, then request a TPS workform and create -
an order to accompany the deposit Sy inpﬁting the vendor
code in fielh 1, 'deposit account' in field 2, the-amount
to be deposited in field 22, and égy other pertinent data.
iéithe approprigtgvfield;. Override mailing to the vendor,
SEND each field,~then PRODUCE and SENMD. All copies of the
éider‘fill=be seﬁf to' the library.
= on thé Commitment Register Symmary, the amount dépos- .
ited will show as an expenpiture. However, the Commitment
Reglster will show the cost of each item purchased through

. .

the dep031t account under 'Amt. Epcumbered', and the unuoed

balance remaining on deposit under 'Free Balaﬂce Refer
-
L 4 r -4-!‘.7.
to the 111ustratlon of the. Commltment Reglste# on page L6, 3
\ R . . ’,A}_-} T
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FINANCIAL REPORTS

The following reports will be cdmguter-produced éh a
o .regular basis for each library.

l. Commitment Registe;

2. Commitmegf Register Summar§

——

= 7 s .
o ///////3.Bep6rt of Funds Within 80% of Commitment
//////// n addition to the printed reports cited above there _ -
:;/////”,Ha will be .a screen display of the Commitment Register Summa<y R

-}, for each account and fund.

2 A Foreign Conversion Table will automatically cor ert

~ : i . foreign monies to U.S. dollars. Periodicall& the =able will

< be .updated to bring it into*acedrd with current exchange
; _ rates.
According to its option, a library will receive any or

all of the listed reports, that are briefly déscribed below.

E - : The Commitment Register will 1ist detailed transactions

tallied against each account and/or fundfduring the period

covered by the report. The register “for edch fund ‘will-be "

e

. divided into two sectiond4,eaeh”affﬁﬁgéd by date of trans-

e

s

g N ,ﬂﬂ_—aétiﬁﬁf The flrst part will list the order numbers w1th the .
vendor and the amount encumbered. If tﬁe order is pre-paid,

- ' fﬁe;amodht will be recorded as an expendituré ratﬁer than

. ' an encumbrance. The second portion of the register will be

the equivalent of -an invoice -transaction journal. Within
L S - .t -

each date, the transactions4against the fund will be arranged

i

E

5 [
°ro by vendor and invoice number and-will show the orderzaumbengﬁ

t
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-and the amount appgovqﬁ for payment. Tie.bpéihning balances
¢ - 1 ‘\ ®

‘for the fund or account will be printed as the first item on

»

. . & .l .
the register, and the ending balances as the lagst. In addi®ion, *

] 3

arly increasé and/or decrease in the allocation, made during the

period of the re?ort, will be shown jusf'abbveithe éﬁding bal-

(3

@ £ - 3
ances. Eigure 6, page 46, illustrates the Commitment Register.

hd ]

egister Summary will report the summarized

transactions against an account or fund, from the beginning af 1. °

¥

the fiscal year through the dabe shown, on the- register. - For an

o ~ ¢ . ‘ B

¥ &

—example of the print-out see Figure 7-on-page 47. A Commi tment *

Register Summary, current to‘the‘beginninglof*the previous dé&,

-
a + w

will be available through the CRT.. To allow time foy error : S .

1

. . . T i ’ . X . . :
checking by the.libraries, each day's transaction figures-will .© - L

remain in Jtempora'ry file for 24 hours.before being transfer-reg_‘;_,,
ES S % N "

‘expendi= L

to the master file. During the ipterim,tghg,cgmuléfiVé

e

tures and encumbrancg§;£dpfthéip?;v16US and current days will be °

"

"gisplayea‘ggggrately-on the Commitment Register Summary screen.

.

' To access this data, key in the acecount or fund designatien, %hen B

+ #

DISPLAY REC'D and SEND. See Figure 8 on page 48. . -
X =2 = - .

The Rgport of Funds Within 80% of Commitment,will list each

e o .

fund that X move than 80% committéd, with the amount’allocéted‘ T "

“-and the free balance to date. "See'Figure 9, page 49, for an

illustration of the print-out. v .o
[, & - & R . N
In addition to the printed report, the system will display -~/
oo ’ C " . s
a werning on the screen when an operator keys in a fund desIigna-
/ o

tion for an order that will overcommit that fund. If a library
” - ) . L}

. T &

so désires,‘fhe system will reject any order aséigned to a fund

-

that is fully committed.
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CQMMITMENT REGISTER SUMMARY _ - |
. - - ’ . . ”. ~
ACCOUNT:  0-100012345-387 ° . Lo \
‘| FUND: T " . ) o - \
SUMMARY OF TRANSACTIONS FOR MAY 1, 1972¢ *.
EXPENDED: , $ 2,469,771, .2
ENCUMBERE% 540, so et
~@~ | SUMMARY OF TRANSACTIONS THROUGK APRIL 39x 1972:
. \
" CURRENT AMOUNT CASH: - AMOUNT.  TFREE, .-
‘| ALLOCATION ~EXPENDED BALANGE *  ENCUMBERED: ' BALANCE
§ 26,720.00 § 15,918.17 § 10,801.83 $ 9,u76.63 §, 1,325.2ﬁ-1
BNt SRR
\ ) - A N
- ) ,
COMMITMENT REGISTER SUMMARY . . ° . (
Y : . ,
7ACCOUNT:  0-1000123435-987. n
~‘FUND: 0102059 CHEMISTRY
SUMMARY OF TRANSACTIONS FOR MAY 1, 1972: -
| EXPENDED: "° § . 7, 56 ;
" ENCUMBEREQ: 8 12, 98 o ~
SUMMARY OF TRANSACTIONS THROQGH APRIL 30, 1972: - o
- CURRENT * -~ AMOUNT SH AMOUNT . FREE
ALLOCATION EXPENDED-  BALANCE ENCUMBERED  BALANCE-.
| s 5 us0.00 2, 488,641 j//9,991.3e s 1,216.46 § 1,729.90 |
7 “‘ = ’ ~ 1 =
K . _ - - S R [ i J

-~ —

FIGURE 8§ _ Screen Displays for Commltment Rpglster Summary
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ORDER FORM . S

A quadruple-copy printed order form, similar to the

example in Figure 10, will. be produce@Aautomatically by. =

. the computer. The 3".x 10" form, with the order portion

on the left and the instructions to the vendor on the

right, will be perforated in the middle so that it can be

folded or torn to a 3" x 5" size.,

In addition to the pre-printed instructions, shown in
the example on the following page, a library may select sii‘
instructions fromvthe list below, to be printqs,on its orders.

1. Exempt from Ohio sales tax. [For private 1nst1tu+1ons]
or
Exempt from Ohio sales tax (Rev. code of Ohio -
Sec. 5739.02) and from all federal taxes. [For state
instituticns]

= [

2. Report, do not ship until approved, if item
is part of series unless SERIES is  indicated.

3. Report, do not ship untisl approved, if price
’ exceeds estlmatg by, more than § - .

=
|

.—Send hard copy if ‘available.

5. Any item not suppiiea or repénxed within
days will be considered canceled.

6. Any.item supplied affer cancellation is
subject to return.

7. Ship by cheapest means practical unless
otherwise indicated.

Iffg library uses instructions 3 and/or 5 above, the
operator will enter the applicable data following the in-

struction number in field 26 of the TPS scereen. The library

may specify data to be used for default if nothing in input.
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%CLAIM NOTICE " N

Claim notices will be préduced automatically by Ehe

computer according to pre-determined claim cycles. OCLC

will establish a claim cycle for each vendor, dependlng in
part upon- the geographlc location of the vendor. Each Mem-

ber library will decide on the number of claims to be sent

*

for that library. It will also'be possible to initiate

claims manually, as well as to suppress the automatic claim

»function. To generate a claim manually, type 'cl’ in field

& . .
20 of the TPS screen, then PRODUCE and SEND. The computer
w&ll enter the date in field 20 and produce a c}alm notice.
To suppress an automatlc c1a1m, type ‘ne' in f1e1d 20, then

UPDATE and SEND.

Claims will be sent for items ordered but not received

within a specified period of time, and also for overdue in-

R $
voices for items already received. Illustrations or the

! : . .
claim notice and of the vendor reply form to be printed on

the back of the claim notice are shown in Figures 11 and 12,

P —

on the following pages.
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- , CLAIM NOTICE <
[Library name & address] Date:
r 1

CODE

The Code Numbers, preceding the
Item Descriptions, refer to the
numbergd explanations below.

LIBRARY . DATE OF

NUMBER - ITEM DESCRIPTION ORDER NO. ORDER

, e  An e W S e e VD LS D D G En e D D D S S e S s DS S e

EXPLANATION CCDE:

- - D e S S S D D WP W e = D D S S e S M e G AS e

1. We have not yet. recelved this item.

2. We have not recelved any issues on this subscription.

3. This issue is the latest we have recelved on our current

subscrlptlon.

‘4, We have not recelved an invoice for this ﬁéterig}.

FIGURE 11 Claim Notice
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-|.4£_] Series. (please specify)

3

‘REPLY FORM

[[] Requested publication has been sent from

Date shipped

[(J'Title changed to

Date shipped .

N Ceased publication with

(] Not our publication. ‘Ordgr Canceled.

[] Must be ordered direct from publisher. Order canceled.
E] Out-of-print, order canceled, will quote if found.

[(] Sold, order canceled, will quote if found.

L Out-of-stock. [ ] Order canceled, or

[] shipment expected by

canceled. 1

[C] Not yet publ. []Order canceled, or

- (] Shipment expected.by

[(]-0ther .(please specify)

[+

Name

Date

FIGURE 12 Reply Form on Versod of Claim Notice
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MACHINT™ READABLE REPORTS

i ) ’

When an invoiee is approved for payment via the termi-

nal, the computer will produgg machine readagk€greports for

those institutions with automated accounting systems. The

machine readable reports will be in the form of 80 column

- punched cards, or 9 track, 800 BPI, magnetic tape. The

reports will be sent directly from OCLC to the appropriate

department of the institution.
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SUBSEQUENT PRODUCTS

The fg&lowing products will not be available at the time
the TechnicaTEProcessing System is implemented but will be
added as soon as possible follbwing imﬁlemeqtation. The first
group listed Qill be issued regularly to those libraries that

request them. The second group will be produced upon demand.

1

% -
Group I: ) )

Requester Notices will be sent regularly.to the libraries ~

that desire them, for distribution-td the requesters. Each

title, for which the requester has asked to be notified, will
- 13 7 3 " 13 .’\ »
be listed .on the notice, along with its.processing status.

- —

£

Delayed Processing Reports will be addressed to the :

’supervisdré of the various.deﬁértmenta to which they apply.
A maximum time period will be establishéd for a title td re-
main in a given processing area before the computer produces
‘a report that completion of the processing for that particu-

lar item is overdue. |

3

List "of Books Ready for Requesters will be issued to

L]

the circulation departments periodiéally. The requesters
listed will be those who asked for a paré&cular title after

another person has already requeéred it. The first reques-

ter's name will be with the item when it goes to the circu-

lation depgrtment._ Circulation will use the list of names

the materials.

as a reserve list for subsequent lending
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- Number of Titles in Process will be a line gragpﬁbﬁya;:

3 single sheet of computer paper. Points on the 1iqé will -
- - / -

represent each week from a given Lbase pqint...iines will

| ' i Krepresent the number of féiuests in pre-order searching,
the number of titles in each of several pre-cataloging ‘check
points, the numbefiof titles in cateloging, and the number

°  of titles at the bindery. From this chart it will be pos~

sible to tell at a glance whether or not there is an in-

\ ' creasing accumulation of materials in any one processing -~ - — -

-

N 3 >

. . area. . .

. Activity Stattstics will also be presented on a line -

graph, containing the number of requests received in a week,
A 7
the number of orders issued, the number of items received,

the number of tltles searched, and the number of titles '

-

cataloged. As with the previous graph, it will be possible

to note instantly any significant change in trends of activ-

ity in various processing areas.

3
-

— Average Cost Per Title for all books ppocessedqin the

system within a‘pre-determined period of time will be cal-

" culated by the computer periodically.

Group II:

e
L)
»

NI P g

Donor andgg;ft Lists will enumerate the gifts recefved

- within a given time period, arranged under the name o the

donor. ‘ o
4 g \ ?
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Rate of Work Flow will glve the aVerag eriod of tlme

1

/{/;mé remein in earh proce531ng locathn.

//\»/ . ) L

/
/

=/

5,
™ ,

\..

// // %, List of Titles by Fund will enumerate, under. the names

of the funds; the tifles aecquired from each fund within a.

st 3 L4 EN

.~ specified time.. t<:’" ' : : )
N ‘\\ + . . - . . -

Number of Titles .Catdloged by Subject Classification

¢

Qill provide the'nﬁmbeg of titles cataloged in each class

area within a given period. . '

x

. Subject-Vendor File will be a comg}latiom;by subjent

:cla§sification of the vendors who have supplied ;iéles with= -

in each subject and the number of titles each:vendor sup-

E plied. . s ’ . - .

= %
- - -

»

= List of Titles Rece;;ed by Standlng, On Approvall and

Blanket Order Purchase. This report w111 1tem1ze the titles

acquired on each of the specified plans.

On Approval Returnwa1II‘y1e1d .a count and listing of ﬁ .

titles returned under each on approval order. If there are
returns on standing ordérs and blanket orders these will be¢

included also. ~ i

Namber of titles acquired b& Langqueland by Coun%QzL

[

~ Amount Expendéd by Order Type and Time of Year. This

rebort will give the amount of money spent after a given:- L ,

%

W
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date as the result of varjous types. of orders . (unitary pro-

-

curement, subscriptions, standing orders, etc.) . - .

I .
| ot “j' - S ‘
; ‘

I

Out-of-Print Want Lists will designate the unsatisfied

quotation mequests in the file.

| B S
| * " - \ ~
* <; : ."Request—}or-Quotation Follow-up. After a pre-deter- )
. ¥ .
! ’) -~ mlned tlme for each vendor, *+he computer will report to

the 11brary that ao quofqt;gn has been rece1v¢d for spec1f1ed

) = * . . - B /,
» out-of-prlnf Ltems. T A h \
| : . ] . ) . < f ‘ ! : £
- s - ' ¥ . b ' z . N * o

4; V- - 5. Time Relaé&onshlp of Inv01c§,and Béok Recelpt. :The'

—
s

— . < i
. computer will calculate the tlme,elapsed between the recelpg S U
- - - ilf

g of an 1tem and its corresponding 1nvette from a glven vendor. ¥ '

- o

i - 9 M - . ‘ o
° % ) Trtlea Recelvéd by Vendor will be a 118t1ngA;&-the num= " - [

§ o : ber of tltles received from each vendor’ after a given date.
z N L 37 = '{
’ e Amount .of Funds Expended by Vendor.

14

>

. _ -

- B = - . <

P o Average Time for Individual Vendors to Supply Materials. L

o
@
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BOARD OF TRUSTEES

Term expires 1872
Lewis C. Branscomb, Ohio State University-
Joseph P. Denham, Hiram College
Charles 0. McDonald University of C1nc1nnat1

Term expires 1973
, John H. Becker, Otterbein College
Hyman W. Kritzer, Kent State Unlver51ty
Betty Wasson, Western College

Term expires 1974 _
Robert F. Cayton, Marietta College.
Philip K. Shriver, Miami University

il
N

i

~ James V. Jones, Case Western Reserve University

~

ifRs . o )

thenaeum of Ohio

'"BIW€fton College = : Ohio Domihican College
f Bowling Green State Unlver51ty - Ohio Northern University
. ..~Capital University : ~ Ohio State University
, Case Wgstern Reserve University Ohio University .
Cedarville College — 7 7
Central State«University” i Otterbein College ‘
Clevelapd State Unlver31ty T - Pontifical College Josephinum -
College ®f Mt. St. Joseph on the Ohlo "Rio Grande College:
College of Steubenville - Sinclair College. :
. College of Woost ‘ United Theological Seminary
Defiance Co}leSe ‘ - University of Akron
Denison-University ‘ University of Cindinnati
Findlay College University of Dayton
.Hebrew Union College ) University of Toleda
Heidelberg College ! Urbana College
Hiram College i " Walsh College
Kent State Unlver81ty - - Western College
- Kenyon College . p . Wilmington College
Lake Erie College Wlttenberg College
Malone College oo . Wright State .University -
Marietta College . L Xavier ‘University

-

N

‘ . Antioch College ) ’ -+ Miami University
\Ashland College Muskingum College
‘e . Obewlin College

i,

Ohio Wesleyan University

Youngstown State Unjiversity
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TO: The Board of Trustees . ) . />j§

I have the honor to submif ny figth Annyal Report. .

The outstandlng accompllshment~of the year was the
1mplementatlon, operation, and’enhancement the on-line
union catalog and shared cataloging system. Partlcxpatlng
libraries-cataloged a total of 336,307 titles”on the system,

and during January through June 1972, cataloging was at a

rate higher than’a half million.per year with annual catalog
card production at a rate of over 3.4 mllllon. ",
The first payment of the subsxdy from the Ohio Board
of Regents became available in early February The Legls-
lature had acted. favorably on the approprigtiors bill in mid -
Decembery afier a half-year delay. -The two-fold purpose of
the subsidy is to‘enable OCLC to reach a level of bperation
in the first two years that will be cost beneficial for
Members - and to give~Members a two-year pericd to take ad-
vantage of normal attrition of personnel to transfer salary
payments to OCLC. Needless to say,  the membership has
repeatedly expressed gratltude to, the Board of Regents for
‘assistance in surmountlng the f1nanc1al hurdle generated by
full staff com?lements and full payments for a new system. .

Another 1nportant development in the hlstory of the
Center was'the decision by the Memhgrs to extend membershlp
to ihclude non-academic libraries in-Qhio. A Those who brought
OCLC into being during, thevmid 1960's had often expressed .
inclusion of non-academic libraries as a hope for the future.
With the extension of membership, the Center will be able to

prov1de benef1ts~to many more Ohic 'libraries.
& - s

“a

Acqompllshments .. . ) ) . e

. ""‘

The Center 1mplemented the on- llne union catalog and -
shaged cataloging .system with the first institution, Ohio
University,; on 26 August 1971, and added the remalnlng 48
members plus the Pittsburgh Regional Library Center in the
following month and a half. 3Subsequently, OCLC added a
terminal in Atlanta, Georgla for the Cooperative College
Library Center (CCLC).in accordance with thé contract with
the Office of Education described in the last Annual Report.
Similarily, the NeWw England Library, Information Network

“{NELINET) initiated a test of the OCLC system with a terminal

located at Dartmouth College in Hanover, New Hampshire for -
which the Council on\lerary Resources furnished financial
support. Also, the Unipn Library Catalog of "Pennsylvania
(ULC) began a test and demonstration of the OCLC system with
terminals at Drexel University, Temple University, and the
University of Pennsylvania.. Centers external to Ohio reim-
burSe the Ohio College Library Center ‘for all expendltures.
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. Titles-
Total Cataloged .
Titles Using Input
Cataloged Existing Records Cataloging

Center ’

,+ Ohio College Library ) . . .
"Center -7 295,923 210,390 85,533
. Fooperative College . o
‘Library Center ° 14,339 13,305 I,03u4
7 Pittsburgh Régional - .
Libratry Center 8,257 8,243 s 14
New England Library . 1
Information Networks - 9,101 7,290 1,811 .
Union Library Catalog .
of Pennsylvania 8,687 7,794 893

1.

Total ' 336,307 247,022 - . 89,285
‘Table 1: Titlas cataloged,from 26 August 1971 through
30 June 1972. , :

+
¥

: Table 1 records the number of titles that OCLC Members:
and other regional centers cataloged from 26 August 1971
through 30 June 1972.. . o

. When the on-line system began operation in late,

August, its principal capabilities were display of union
catalog information and on-line cataloging emplcying MARC II
recdrds. However, a terminal operator could extensively edit
a MARC ITI record for catalog card productiony, and in Septem-
ber the Center's if3£f added a reformat.function whereby the
‘operator can request the computer to reformat or the terminal
screen cataloging inférmation, in edited form. In mid-October,
thes Center added the capability of doing input cataloging '
_ employing cataloging information net already in the system.
~ When input cataloging began operatdion, it was necessary 'for
. .the Center to discomtinue additidn of MARC II racords to the
. *~ "data base until a complex program was available that could
détect whether or ot thére was already in the data base a
cataloging record that was a duplicate of a new MARC IL
- record. The center chose to implement input cataloging Before
it had the ability to add MARC II resords to the-data base
because with input cataloging activated a library could
catalog any title, whereas previously a ‘dlibrary could only
catalog books in the MARC II datg base. ..The Center began again
to add MARC II records in mid-January 1972. After that time,
~ the major capabilities of the system were available.

¥
'




There were still absent, however, a dozen functions. 5
e -Absence of, some functions degraded the system, and absence of
others generated nuiscance, values of various magnitudes.
MemL rs justifiubly became restive, and the Center/'s program-
ming staff continued working in overtime mode during the
‘ remainder of the year in an effort to activate remaining
:L‘} . functions. At the year's end, the staff had succeeded in -
IR implementing half of the!desired functions, but unhappily
y * the extended search function, whose absence degrades.the system
_“more than the absence of any of the rest of the dozen, was
_ still among the missir ; the extended search function will
- . enable a terminal operatcr to retrieve a desired record when
’ a search key produces too many entries for convenient optical’
searching on successlive screens. The staff has scheduled the
extended search function for implementat”on in September 1872.

’ : L) _ Libraries are using the system extencgively for oth.-r
: than cataloging. Monitoring ©f incoming messages has revealed s
"+" that-5.6 accesses to indexes occur for each title cataloged,
whereas it is most unlikely that average uses of indexes could N
excezd 2.25 per title for cataloging purposes only.  Hence,
it appears that member libraries aré putting more - inquiries
to the. system ngobtain union catalpg information, information - . -
for book selection,ibiblicgraphic information, and so on, than. -
for purposes of catalogimg. One maior objective of the OCLC
system 1s to make libRary resoucces throughoyt.Ohio a;§ilable
to students and faculty in member institutions, and thds
analysis of usage seems to justify the opinion that the system
ig indeed increasing availability of resources.. ‘
i
Subsequent to activation of input cataloging, reports
began to circulate among the -membership about the varying
quality of catalogingdone by Members. 1In some cases,
differr ces resulted fgyom pclicy, and in others from inadequa*: .
) quwatlity Because cf the flexible and extensive editing cap-
W @hbilities of the system, ary library can improve or change an
" . existing rgtord for card prociiction. Nevertheless, such
“improvemeénts" tend to generafe za exasperation quotient all
out o roportion to the effo&t‘inv sted in the ."improvement".
It wag flearly most desirablﬁ that the membership eliminate
these "spurce$ of annoyance.

o
e

H
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The Rdvisory Committeefon Cata.oging convened in a
series of feetings from December 1971 to April 1972 to discuss
methods fof improving quality. of input cataloging, while

: . maintaining input costs at the lowest possible level.-
! i
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The Committee produced a series of recommendations for . Lo
i . standards for input cataloglng that the membership reviewed
‘ / and approved in a meeting on 17 May 1972. That membership
meeting also appointed a committee to work out the pro- .
cedures for implementing the standards for input catalog;ng

. The Couﬁ01l on Library Resourtes awarded a six-month
grant~of $53,58" to NELINET te begin on, 1 January 1972 to
test the transferablllty of the Ohio College lerary Center' s
computer-based bibliographic system to other groups of
libraries. Phase I=<was a computerized simulation of the
. . OCLC system and Phase II an evaluation and demonstration of 5
the OCLC system at tﬂk Baker Library of Dartmouth College. .
.. .
COMRESS,.Inc. the firm that car»ied out the simulation
for OCLC in 1969, performed the new §. .ulation for NELINET.
COMRESS3 -simulated for 35, 75 and 249 libraries the system
at OCLC employing the IBM 370/155 computer in the Ohio State
. University's Instruction and Research Computer Center.
N ' Because the shared cataloging system was in operation, COMRESS
: wae able t¢ validate the model:of the system in comparing
- ’ computed results with observed results. The sdmulation in-
) ’ cluded three sets of systems: 1) shared cataloglng only;
2) shared.cataloging, serials control, and technical processi ing;
and 3) shared catalogrﬁg7 serials control, technical processing,
remote catalog access and circulation control, and retrieval
by subject.. In summary, COMRESS reported that, "The OCLC
system appears to be capable of performlng the functions re-
auired by the NELINET: conscrtium, be it 35,75 or 249 libraries.
The "OCLC cvstem"‘51mulatg%:1ncluded addltlonal units of
equipment; the present conrigugation could not possibly handle
all five <ubsystems for 24§ libraries. The COMRESS report , -~
warned, however, that "simulations for NELINET were configured
", to represent an equal distrihution of messages on each route
\over the network. When faced with the environment of the
keal world, of determining which libraries will share a
common route, this will be the most significant factor in
'the perforuance of the system, &% currently conceived."

o

f

Phase II of the demonstration involved use of a terminal .
at Dhrtmouth, where records were kept of costs before and after )
on- llne cataloging began in February. Dartmouth -found full
catalOglng including card produc tion cost to be $. 72 per title )
. if cataloging information was in the OfLC data base; this cost ' .
excludes the cost of the OCLC Syst and includes only costs

1ncurred at the Baker Library. loging cost for titles

not in'thg OCLC data base was $3 OL. . Moreover, Dartmouth was

able to. ré%ece its cataloging staff through attrition sub-

sequent to implementation ot the OCLC gystem by seven full
_time positlons and three full-t e. Pqu1v1lant parttime positions.

.
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In reference to paying full OCLC fees, Dartmouth concludes
that "with a savings of over $16,000 in rental charges for
MT/ST and MCRS, with little loss in efficiency, plus the
tremendous staff savings we can readily meet the projected
. costs and still show a budgetary decrease.”
. v
The 1969/70 Annual Report contained an estimate of
net savings that the membership as a whole would experience
' . when the system was in full operation.. At the time of the

.estimate, the Center calculated that member libraries would

* #¢be able to average six titles per hour catdloged on each
terminal, and that an average of 1460 titles »r more per ¢
day would be cataloged. Subsequently, the time of "full
operation" was predicted to be at the end of the second
operational year. .From January through June of 13972, OCLC
member libraries used existing cataldging information -at
82.6% of the rate in the original estimate; presumably after -
another year has passed and the on-line catalog has grown, use
of existing eataldging informatien will attain the originally
estimated rate. Mo¥eover, OCLC Membéers have reportéd cataloging'
on terminals at rates extending from 5.9 to 20 titles per
hour per terminal, so that it is clear that the original
estimate of 6 per hour was low. Hence, it appears- that’ if
the system is not now cost beneficial, it soon will be.

The system has proved to be‘reliablé, and there-have
s been entire weeks of operation from 7:00 a.m. to 7:00 p.m.
when the system has not experienced a single unscheduled
cessation of opération known as a "crash". The telephone lines ™ =,
have also proved to be reasonably réjiable, once they were
perating at an acceptable level of freedom from noise. The
rascope terminals have been the le;EI reliable component of
he_hardware configuration. .Operation of the terminals re-
vealed weaknesses in two modules, and the manufacturer is
currently in process of replacing these modules with new
‘circuits that give improved perfocrmance. During a thre:-
P month period, the terminals operated at 92% uptime; it is
. "~ generally considered that 95% uptime is the most to be
H hoped for from a computer. The Sigma 5 far exceads 35%
uptime.
R . LY - . =
o The family of programs that ccomstitute the software
. component of the system have been gratifyingly iree of
. : failure, but of course, have not been entirely free. When-

: ever the staff inserts a modifivation to the programs to ac-

: tivate a new function, there immediately follows'a predictable
sharp rise in "crash" rate. Extermination of the »ugs that the
new modification generated depresses rate of failure, but not
always “to the original rate.

i
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This phenomenon will requiregpartial redesign and rgdevelop-
ment of programs., ' /

’ Several staff members nveétigated performance of vari-
ous search keys for an author index and a call ,flumber index,
and were preparing papers re orting, findings at the end of

‘ the year. The authcr index will enable a teyrminal operator

) to call up onto the screeia 1list of truncated entries of all
- titles in the catalog record file by a single author.
© Similarily, the call number/index will make it possible to
retrieve a specific title/ﬁéving a specific call number in a
given institution. / ' ’
w ) ) As related in las% year's Report, the Center gave a
. . series of* clinics at the Center's offices .in early July to
- give one staff member/in each library experience in using
a terminal. Subsequéntly, there were terminal tutorials
in selected member libraries that staff members. from every
member library attended. At the request of the membership,
the Center instituted scheduled terminal tutorials at the
Center's offices for one day every other month. New staff.
members in OCLC libraries, as well as staff members wishing
to refresh their knc.ledge of terminal operation, &ttend
these tutorials. -

As.thcse in other states and in other lands heard.of
the success c¢f OCLU,/tney. began to visit the Center to see
for themselves. Some are curious, some are seeking a so-
lution to a sjecific problem, and some are interested in
replication of.an OCLC system. Visitors have come from every
majcr geographic area of the world, except China, and by De-

. cember they wzre coming every day. Therefore, it was
necessary for the Center to reserve Mondays for visitors,
many of whom also wish to sce -the Ohio State University Li-
braries remcote catalog access and circulation control.system
that is the first major new development of a computerized

. user service that is not available in classical librarianship.
The Center and the 0SU Libraries have coordinated their
visitor schedules for the coming year. Visitors will go to
0SU on Monday mornings, and the Center will receive visitors
at-1:30 p.m. Monday afternoons.

In the first part of the year the Center estaplished
an Advisory Committee on Serials and an Advisory Committee
on Technical Processing, each of which has members from a
score of institutions. Both committees worked long and
diligently to define prouucts of the two systems. In ad-
dition, the advisory Committee on Serials Pﬁoduced a document
entitled “Recoqggnded Standards for the Cdtaloging of Serials".
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By the end of the year, these committees had succeeded in
producing a system design on which the programming staff
could start to work. The Ohio State University Libraries
generously agreed to make available four programmers to
work on the technical proce551ng system beglnnlng in Sep-
tember 1972 0SU was about to initiate Z similar activitw
and decided to work with the Center instead by making available
programmers, ‘that would have been working on the OSU systemn.
The check-in module of the serials control system is sched-
uled for implementation in December 1972, and® the technical
processing system is to be operating 1 April 1373. Were

-1t not for the assistance from 0SU, implementation for the
technical proce951ng system would necessarlly be at a much
later date.

{
The reddction of the original research proposal to

support research and development from 1 July 1871 through
31 December 1972 from $215,000 to $150,000 made necessary = -——
the elimination of work on one of the three systems on

* which work was proposed in the Grant request. A poll of
the membership early in the year showed ‘'that Members overwhelm-
ingly wanted a teghnical processing system and serials control;
the circulation system was a very poor third. Therefore,
the Center has deferred develcpment of a remote catalog
access and circulation control system.

1]

Planning

- One of the most important developments during the
year occurred at a membershlp meetlng on 17 May 1972, at
which the Members voted unanimously to extend membership -
in the Center to other Ohio libraries, prov1d1ng that the
inclusion of other libraries would not jeopardize the
Center's exemption from payment of income taxes. The Board
of Trustees also initiated act1v1ty to extend membershlp
on the Board' so that there will be individual members having
special competance in such field as law, economics, and .
computation. The' Trustees e considering this possible
change because of the changjrln character and operation of-
the Board. In the first year of the Center's existence,
the Board met thricej; this year it met ten times. In other
. words, the Bpard has changed from being a constitutional
. type of Board to' having bezome a consultive Board.

During the year, the Director worked with several
other regional llbrary centers on agreements de51gnéa
with one exceptlon, to facilitate implementation of an
OCLC-like system in the other regions. The exceptlon is
the Pittsburgh Regional Library Center that is too small
to support an OCLC-like system; it is anticipated-that
PRLC will operate as a satellite node to OCLC.




.

¢ Replicatien of the OCLC sysfem in other regions will reduce
development expenditures by OCLC members in the long run. .
Development activities at/other centers will be coordinated .
so that programs produced elsewhere can be embedded into any
OCLC system. Futhermore, it is intended that the centers
will be linked together talephonically so that OCLC members
will. further benefit from a greatly enlarged pool of 'bib-
liographic records and an equally enlarged store of union
catalog informat}bn. L

The Center signed a new agreement yith the Pittsburgh
Regional Library Center, and it is expe ted that more PRLC
members will participate on-line with OCLC during the gom-
ing year. Agreements with the Five Associated University
Libraries (FAUL) and: the New England, Library Information
- ) Netwdrk (NELINET) were nearly ready for signatures at the

o end of the year. Each of these agreements calls for the

other regional center to participate only in the on-line
shared cataloging system of OCLC for a maximum of three years,
at or before which time, each Center will have its own
computer sys$tem. The other regional centers will reimburse
OCLC for all expenses, and for their share of the use of

the central installation. They will also reimburse OCLC __
for necessary additional communjcations expense, but -will .
. supply their own terminals. IfSFAUL and' NELINET do partici-
pate on-line with OCLG, the initial effect of their ] P
= . participation will be to reduce OCLC Membership Fees, and
<8 ) to increase availability of cataloging records.

The ,Union Library Catalog of Pennsylvania and OCLC '
worked out an agreemenc that was satisfactory for ULC, but ’
proved unsatisfactory for OCLC. The two centers will ‘ .
continue to work on the. definition of their relationship..

At the Annual Meeting on 12 November 1971, the mem-
bership expressed an intevest. in extension of borrowing
privileges among OCLC libraries to other.than faculty
members. ~ The Chairman appointed a committee to make a
recommendation ¢n extension of borrowing privileges that

- gave a preliminary report at the membership meeting op 17
v May 1972. The committee is working in_the direction of
: recommending extensgion of borrowing privledges to graduate
. : - . students and undergraduates. In.addition, it is contem-
) g : plating recommending establishment of an interlibrary loan
: clearance center. t
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,v, . ‘Organization /
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At the Anﬁhal‘Meeting on 12 Nevember 1971, the mem-

. " bership reelected -Robert F. Cayton, and Philip R. Shriver,
and elected James V. Jones to the Board of Trustees. Sub-
sequently, the Trustees elected Hyman W. Kritzer as Chairman,

. Lewis C. Branscomb, Vice-Chairman, Robert F. Cayton, Sec-

- retary, and Jonn H. Becker, Treasurer.

: The United Theological Schocl in Dayton joined the .o
= Center at the beginning of the year, and at the end of .
the year, the Medical College of Ohio informed the Center =«
- it intended to become a member in 1972/73. John Carroll 4
i Univers? -ty and Mount Union College did not renew their
Lo - memberships. Capital University rejoined the Center at

] N the beginning of the year, but toward the end of the year

’ ’ informed the Center that it would again not renew its .nem-
[ bership. Throughout the year there were 49 active members,

0

RN

"y

one fewer than last vear. s

B The Director reorganized the Center's staff and

- appointed Philip L. Long as Assistant Director. Mr. Long

Lk is now responsible-for the Information System Research

: Sectidn, Information System Engineering’ Section,: Maintenance
- Section, and Operations Section. The Bibliographic Systems

BN Section and administrative personnel report to the Director.

EA .
: % Finances
The Centér's financial statements for the year ending

30 June 1972 and Haskins & Sell's ‘report on their examinatior
of these statements are appended to this Annual Report.

———
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-

3 The grant awards from the Council on Library Resources, -
5 and che U. S. Office of Educatiocn, .that last year's Report
announced, supported research and developmen+ activity

= ._- through the year. The Center initiated action to seek re- - —
é newal of these grants following 31 December 1972.
The State Legislature took final and favorable action
‘ in mid-December 1971 on the subsidy so-hopefully described
in the :1970/71 Report, but it was not pOSSlble for the
Board of Regents to make the first .payment of the subsidy ,
i until the-first of February.1972. Since Member?hlp Fees . ‘ ‘

were only to support one-third of the year's operatlon,

the Center would hawe run out of funds at the end of-October .
had not some of its creditors been w1lllng to accept delayed .
payments. Also, «a loan of $77,000 from the Center's banking
- " institution brldged much of the gap between ‘November first
& and February first.




Ji 2 The calculation of Membership Fees«for 1971/72 em-
Broyed essentially the same type of dcata and formula that
the membership approved on 17 April 1968. The data was the
number of titles each library gataloged during 1969/70, the
most recent year for which dat§ existed in the Spring of
1971 when the Canter calculated the fees. At*the anntal
meeting on 12 November 1972, the membership approved ad-
justment of the 1371/72 fees after the end of the year .
with the adjustment to be based on the actual use through—§
out the year of records existing in the system for cataloging.
Experience of use »f the system will be the basis for cal-:
culating Membership Fees for 1972/73.

that the formula for calculating Membership Feds assigns

all costs-for operation of the present system to cataloging,
whereas as reported in an earlier section, Members put more
inquiries to the system for other purposes than they do for
cataloging. :

It cannot be pointed out too‘bmphaticallg or too clearly

-

The budget approved for 1972/73 totals 842,322 ex~
cluding grant funds supporting research and development.
Revenues will be : Membership Fees $507,989;, State:
Grant Income $193,333; Catalog Card Income §$94,000; -
and other Income $47,000.

Publications

The Center's staff prepared and published the follow-
ing reports and articles: .

Standards for Input Cataloging (2 June 1972)

A Brief Description of the Serials Control
System: A Preliminary Report
(September 1971)

A Preliminary Description. of the OCLC
. Serials Control System
- {October 1971,
Manual For Checking-In, Binding, And Claiming
~ of Serijals on a CRT Terminal -
Draft of . Preliminary Procedures
(December 1971)

Suggested Minimum Reguirements For Cataloging
Serials (January 1972)

Recommended Standards For The Cataloging Of

i

Serials (May 1972)

i

-
~
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OCLC Technical Processing System -

A Preliminary -Outline

\February 197272) .

The Technical Processing System - The Ohio

College Library Center

(May 1872)

1

Long, Philip L.;~ Rastogi K. B L.; Rush, J.E.;

. y
Long," Philip ﬂ“ "OCLC ‘Systems: Technical Aspects“

¥

-

¥

Long, Phlllp L.; Kilgour, Frederick G:

and Wyckoff, J.

A.

"Large On Line

Files of Blblfogﬂaphlc Data:' An
Efficient Design and a Mathematical
Prediction of Retrieval Behavior",

IFIP Congress 71; Ljubl4yjana

1971.. .Amsterdam, North Holland Pub-

Iishing Co., 1971.
145-149., :

Proceedings ‘o

Booklet TA-3,

the EDUCOM 1971 Fall

Council Meeting.and Conférence

pp. 98-100

¥

4

"Name -

.Title Retrieval From a MARC File",
Journal of Library Automation

4 (Dec. 1971),

211-212

Long, Phlllp L.; Kilgour, Frederick G. "A
Truncated Search Key Title Index",
Journal of Library Automation

5 (March 1972)

17-20 o

Lelderman, Eugene B.; Landgraf,

'Kllgour, Frederick G.; Long, "‘Philip L.j;-

Alan L.

by Use of Truncated

Search Keys"

Journal of Library Automation

4 (Dec.

1971)

207«210

Kllgour, Frederlck G.; "Ohio College lerary
Center System", Procegdings of the

EDUCOM 1971 Fall Council Meeting and.

-~ August

.

"Title-Only Entrles Retrieved

Conference,

Kilgour, Frederick G.;
Personalizing",
2)

‘W”

t

3 (Feb. 197

pPP.

"Evolving,- Computerizing,
Amerigan Librar.es
141-147

—92-97




e " HASKINS & SELLS

CERTIFIER PUBLIC ACCOUNTANTS . LN
* ) - X 250 EAST BROAD STREET

cCOoLUMBUS 43215

" S ' ACCOUNTANTS' OPINTON °

To tne BPoard of Trustees of
The. Ohio College lerary Center:

We have examined the balance sheet of Tﬁe Opio College
' : lerery Center as of June 30, 1972 and the related\statements of
E .. income and members'’ eqnity and cnanges in. flnanclal positlon, and
" the supplemental scheaule of cost relmbursement grants for’ the year
then ended Oup examination was made in accordance with generally

, - _pccepted aud1t1ng standards and accordlngly included such tests of

the accounting recerds and such other audltlng procedures as we

considered necessary in the circumgtances. -

) ln our oplnlon, the accompanying flnan01al statements and
supplemental schednle present falrly:the financial positien of the
. Center at June 30, 1972 and the results of its operatlons and the
: cHanges in 1ts financ*al p031ticn for the -year then end=sd, in con-
formlty with generally eccepted eccounting princlples applled on a

e basis consistent with thet of the preceding year.

. September lu, 1972
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THE OHIO CCLLEGE LIBRARY CENTER -
. TALANCE SHEET, JUNE 30, 1972 AND 1971 .
. g ' ‘ . v veeesJUNE 30.....
. ' - 1972 1971
; b : )
D ASSETS
"'+ CURRENT ASSETS:® " )
. Cash (including $200,689 in 5% unrestrlcted oy :
: savings gccounts' at June 30, 1972)......,...... $222,754 $11,087
3 Accounts receivable: " .
. Members' AUES ... veerueeennnnennans et aaeeaa, 23,148 1,815
: Catalog CatdS......vov ... aeaens pee s eneeaeas 19,434 7,439
LA Terminal charges. ........... e e eea sesevereasne. 18,685
. EMplOyees..ooviesneeeonocanns cecoabacssenands 25
: Unreimbprsed- grant costs (Note - 2) ....... ceeemens 24,303 6,837
§§ Erepaid EXPEnSes. ....v..s deeeeneaee R 2,087 1,102 , /
i B ' . Total curﬂent assets........ .......... “.. 310,411 28,305
'~ PROPERTY - At cost: “ ‘ ’
: -Office Turniture and fixtures........... LR & 10,523 8,093
"Office ImprovementS......eeeeeeensuesns eseeceans 2,204 25204
TOtALi e e ieeserennnnns e . 12,727 10,297
Less accumulated depreciation.................... 3,403 2,350
- Property - net:.......c..ooviiiiian cenne 9,32u 7,947 .
) TOTAL. .. ... TR eeeeenie. $319,735 $36,252
s LIABILITI.ES
_*  OURRENT LIABILITIES: .
¥ Accounts payable........,. e ereeneeaea. $ 7,u68 $ 7,594
O Accrued and withheld payroll taxes.....aa ..... ves 4,800 7,275
g “Members' dues received-in adwance..............y. u2,7u8 9,039
g, Grant fuunds received in adva ce of related costs
E (Note 2)eeevncenenne. L . 648
L Deferred lncome - State "of Ohio (Note 3)......... 5; 93,333
fiﬂ Total current 1iabilities................ 2u8,349 24,556
,. ' MEMBERS' EQUI’I’Y (Notes 1 and u)‘.....“ ..... ceeee... 71,386 11,69
4 : TOTAL ..... Vhereeanas velouo. $319,735  $36,252
§ ) . o7 o ’ . . Y
- ;\ : ) See Notes to ‘Financial Stgtqugts
¥ -
[
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. ' THE OHIO COLLEGE LIBRARY CENTER :
( — ' b
, . STATEMENT DF INCOME AND MEMBERS' EQUITY ;o
FOR THE YEARS ENDED JUNE ?o 1972 AND 1971 r
R YEAR ENDED JUNE 30 |
1972 1971 o
: * . N ! R
INCOD&E: 5 - 4 »
Members' AUES .....coveveevonconss e e . $23u,176 $ 86,417 -
CAtAlOg CAPAS ..t vveervreerroreensssnaesaseesos .. 84,585 30,670 .
| ' - State of Ohio (Note 3),....c....... N 386,667
| Terminal ChargeS ... oeeeveeooesococesossonnsns . 28,347 °
Interest.ceceeeeeeess ceeeane et eenraaaote ceeens . 689 633
; L TOtBL. .t eraaee e P . 73u,u64 117,720
FXPENSES: . S : )
Salaries and wages:’ X ] . ‘ ' .
Director.iveeceescencss [ eveeeeaeseai. T 28,600 - 28,600 ;
Systems analysts......... ceeees e deeee e . 50, 77u‘ 18,205 .
C1erical..ceroercrncness e Soo lo.f 10,300 12,637
TOEAL e e v v e svvvmeevenssssesns e e 89,674  59,u4h2
Rentals (Note 3}¢ -
4 ~Data processing equipment...... Cesesesseos s . 193,881
‘ " ‘Péripheral terminals............ Cheeeeesenaes .' 155,856 ° -
Long-distance cOmmun*uations......,, .......... 138,176 ,
Other...eeevun. e s PR , 7,333 . 11,u75
Catalog cards and other data proce831ng suppliﬂs 40,751 11,948 -
Professional services.......... Y 0o ns 9,543 4,795 °
Employee bénefits.....i.c i, 8,120 4,183
Outside secretarial services......... i . 6,038 ’
Telephon@. ..o errnnnnnonnnnnn. seegeanee ‘ 5,634 3,297
’ : Printing and duplica+1ng ............. P 4,52 - 4,960
Payroll taXeS....ccqeceecneeen. e Ceees 4,339 2,316
Office supplies and expenso..........J ......... . © 3,287 . 3,007 -
: TPBVEL . v e v vsevvenaesosssasoesvseannsmasssnssss . 2,320 2,584
E Depreciqtlon (sfraight -line method) .ev.evunannn. 1,053 850
5 N Dues and subscriptions............ ettt 938 - 1,2u6
Zf» Tii;'} ;‘“‘@t‘hex’ anoo-oo.‘-‘-oogoooo.’o---‘-- ----- ® o & 00 2 0 0 00 o o 3.L3lo 963
TOLAL e psvreennannennnnes Ceeead Cheeenn 674,774 111,066
7 NET INGOME (Note 1)wu.evuovnsnns e, 59,690 6,654 )
] T 'MEMBERS' EQUITY AT BEGINNING OF YEAR......vevun.. . 11,69% 5,042 \
g MEMBERS' BQUITY AT END OF YEAR (Notes-1 and u)...." $ 71,386 $ 11,69
g : ‘See Notes to Financlal Statements g
: i L . 1
Q § ’
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THE OHIO COLLECE LIBRARY CENTER ./ :
4 o .
: STATEMENT: OF CHANGES IN FINANCIAL PosszON
) . ‘ . FOR THE YEARS™ “ENPED JUNE 30,. 1972 AND 1971
Y ' _ - . /// YEAR ENDED JUNE 30
- : - S 1972 1971
- .-  SOURCES:
= . Operations: . _ _
: ‘Net income.....ovenoe cereee S S . $59,69 % 6,654
. © - Depreciation........ ceeenees Cherecta e . 1,053 850
-/ : Total from operationS:........seeseesees 60,743 7,504
{ . - Increase in deferred income - State of Ohto..... = 193,333 -
’ - Increase (decrease) in members' dues received- .
. dn advance.....oeceeren.. it eeeseeseraenceces 33,710  (10,784)
T POLAL BOULCES s rreearennnnsoonen..s 287,786 (3;280)
. USES: - . . B
) - Increase in accounts receivable. Ceesemeeeensea ©51,987 9,083
Increase (decreasej in unrelmbursed grant costs. = 17,467 (u23)
- Decreacs (increase) in accrued and withheld
payroll taxes...i..... e ee e ae e 2,475 (5,300)"
. - . Property additions.......... Cee e et et . 2,430 ..2,601
Lt = Tncrease (decrease) in prepald etpenses e -985. (3,356)
: Decrease im grant costs received in advance..... 648 7,735
X 5 Decrease in, ac¢counts payable........ccvvvvveeesn 127 4,855
lg ; TotAL USES.vevvercorvronnronecones’ 72,119 . lS,*95
¢~ INCREASE' (DECREASE) IN CASH. . g e vevevevoneenaens » 211,667 (18, L75).
) .CASH AT BEGINNING OF YEAR............. eedeevie... 11,087 29,562
_ CASH AT END OF YEAR...... s sy $222,754  $ 11,087

LN

S

Wi

J— WW‘"@
- [ Lt




,,,,,

. THE OHIO COLLEGE LIBRARY CENTER
‘ NOTES TO FINANCIAL STATEMENTS : .
, *  JUNE 30, 1972 , =

1. -ORGANIZATION AND TAX STATUS

The Center is a non-profit corporé%ion organized to establish
and. operate a computerized regional natwork to serve
‘academic institutions. The Center members,\presently
academic institutions in Ohio, are charged annual dues
in advance based gensrally on their book processing volume.
- No Center earnings will be distributed to the members. In
- the event of dissolution, the Boa®§ of Trustees shall adopt
) such plan for distribution of remaining assets as shall-be |,
consistent with the purposes of the Corporation.

The Center has obtained tax exeﬁpt status under the appropriate )
section of the Internal Revenue Code and accordingly no S
prpvision for PFederal income taX has been made. S

2. COST RETMBURSEMENT GRANTS - : | - 3 0

. ;o The Center has recelved various cost reimbursement grants .
- L ' relative to developing a computerized regional shared- - -, 2
\ ] : cataloging system. ' _These costs are not charged- against v

- - : Center income, since all covered costs are reimbursed by . R
| o the grantors. : :

‘ - . - N B * -

31'1 DEFERRED INCOME - STATE OF OHIO

During the fiscal year ending June 30, 1972,  the Center
recelived $580,000 from the State of Ohio representing-an
apvropriation to subsidize the activities .f the Center until

such time as the member institutions make anticipatéd budgetary }.;?
adjustments sufficient to pay increased member dues. * As ' ’ ]
 designated by the Center in their original budget request f4f_w;,f ]

to the State, two-thirds ($386,667) of the total appro- - « .
priation was recognized as inﬁohg in the year ended June 30, o
1972 with the remeinder ($1.93,33%8) deferred to 1973 at which e

. time the Center's Board of Trustees ah-icipstes the Center;

- will be self-supporting.

-

-

(Continued) - 1 = -
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LEAL & OBLJGATTONS “

As of June 30, 1972 rné Center.was cbligated under an agreemsnt
, _dated February 19, 1970 (revised June 1971) to lease certain
glectronic data procesblng equipment for six years beginning

: \“\\ July 1971 at an annual| rental of approximately 3195 600.,

The lease includes an ¢ption to purchase any or all of the
equipment during the le¢ase period for a maximum purchasa

f price 6% the gredter o $865 000 reduced by 65% of rentadg
paid to the exercise dqte ‘or $259,500.

In July 1971 the Center also signed a three~year lease agree-—-

ment for certain peripHeral terminal equipment with annual PARE

rentals, inchkuding maintenance costs, of approximately
$157,000. This lease includes an option to purchass any
or all of the equipment during the lease period for a
maximum purchase price of”$q53 750 reduced by 80% of rentals
paid to the exercise date. S -

The Center leases long-line télephone service and certain
peripheral communications equipment from Amer1can Tel phone
and Telegraph Company on & month-to-month basis. r these
services the Center expvcts to'incur annual costs of approxi-
mately $1u44,000 during the fiscal year ending June 30, 1973.

 (Toncluded) x°




THE_OHIO wm@ £ LIBRARY GENTER
. N
' . . J05T RR TMBURSFMW (GRANTS- (NOTE 2) »
— T QR T}E \fﬁ_;AR .._u [3 4 JUNEJ‘“ 30 2 1972 ‘ 5
_ _ v K\ \\ * COUNCIL ON -
- . OFFICE LIBRARY ,
: o o o \, OF - RESOURCES, ‘ .
< A . : " EDYCATION.'  INC, TOTAL
. \ .
o , v o \
_ tT\IREIMBURSED GRANT COSTS AT - : _
‘ JUNE 30, 197L1enenrrnns... T S8 6,37 4 5,337
" GRANT.FUNDS RECEIVED IN ADVANCE AT \
JUNW 30,. 1971....... e . . N % sus 548
UG3TS TMENRRED: ¢ el \\
Sakaries,...... e P 81,255 % 10,76u 97,019
Payroll taxes......... ..., 2,892 " 2,892
- Compufer rental.......... e e 7,522 L, 786 9,308 ,
Travel. .. ooqeeeennn B TP IR . GO 7,764 \é12 3,376 .
Sonsultants................... caee 100 \ 100
‘ O PPINE NG e 6,300 a,léxi 12,435
. Dats set 1nstﬁlldtlon ............... . 3,703 3,703
o 011 51= 5 < AP . 1,359 871 \ 2,230
L] L] ] ’ \ .
TOEA L. e e e eeenennnn. e .. 102,192 23,871\ 126,063
> TOTAL - NAT REIMBURSABLE CGETS. .\, . ... 109,029 23,323 137,057
B - . b o
GRANT FUNDE RECRIVED NURIKG > :
' THE YEAR. .o P J 87,949 20,000 107,949
‘ " TNREIMEURSED GRANT CUSTS AT . C
: ‘ SR 30, 1977, e e ff1‘> 21,080 $ 3,223 $ 24,303 -
See Neiee to Financilml St at ments :
: ;




